DEPARTMENT OF THE NAVY

COMMANDER NAVAL SURFACE RESERVE FORCE
NEW ORLEANS, LOUISIANA 70146-5100

COMNAVSURFRESFORI NST 5400. 1C
NO1A

un
COVNAVSURFRESFOR | NSTRUCTI ON5400. 1C 14 APR 1999

Subj:  COMVANDER, NAVAL SURFACE RESERVE FORCE ( COWNAVSURFRESFOR) STAFF
ORGANI ZATI ON MANUAL

Ref:  (a) OPNAVINST 3120.32C
(b) COWNAVRESFORI NST 5400. 17C

1. Purpose. To issue the COMNAVSURFRESFCOR Staff Organizational Manual per
references (a) and (b). This instruction has been conpletely revised and
should be read in its entirety.

2. Cancellation. COWAVSURFRESFOR 5400. 1B

3. Scope The COWAVSURFRESFOR Staff Organizational Manual is the official
conpil ation of the organizational mssion, task, and function statenents for

this command.

4. Discussion. This instruction reflects recent internal restructuring of

t he COMNAVSURFRESFOR staff to better execute the mission of this command to
maei ntain the assigned personnel and equipnent in a state of readiness and
availability which will permt rapid enploynent if partial or full nobili-
zation occurs. Realignment of staff functions has been designed to nore
accurately focus on this mission and to reaffirmtraditional chain of commnd
accountability and responsibility principles for the Surface Reserve Force.

J. F. BRUNELLI

Distributi on ( COVNAVRESFORI NST 5218. 2B)
Li st (A3 (N095) only)

1 (23C, 42RR, FR15 only)
2 (

C1 (

FR9, 26X, 26TTT only)
26R1 26R2 Groups only)
(CGlD only)



RECORD OF CHANGES

COWNAVSURFRESFORI NST 5400. 1C
B4 APK j999

COMNAVRESFORINST 5210.1C

CHANGES

NO.

DATE

DATE
RECEIVED

DATE
ENTERED

BY WHOM ENTERED

NAVRES 5215/3 (REV 2-86)




COWNAVSURFRESFORI NST 5400. 1C

14 APR 1999

TABLE OF CONTENTS

Record of Changes . .
Tabl e of Contents .

Section

Section

Section

Section

Section

Section

;' Commander, Naval Surface Reserve Force M ssion .
Commander, Naval Surface Reserve Force Staff
Organi zation Chart.

I1:  Commander Naval Surface Reserve Force .

Commander, Naval Surface Reserve Force (NOO)
Aide (NOOA) . S

Executive Secret ary (No0s) . . . .

Flag Witer/Adnin Assistant (NOOW

Command Master Chief (NOOC) . .

[11: Deputy Conmmander/Chief of Staff/Special Assistants

Deputy Commander ( NOOB).

Chief of Staff (NO1) . . Coe
Director, Command Ser vi ces (No1A). . . . L.
Assistant Direct or, Command Services (NO1Al)
Director, Financial Mnagement {NO1B).

IV: Director, Manpower and Personnel.

Director, Manpower and Personnel {N1) . S

Per sonnel / Manpower Managenent / SELRES Per sonnel (N11)

Reserve Personnel Supervisor (N11A) . . . Co
Personnel / Manpower Managenent O ficer Programs (N12) . .
Manpower/ Pl anning Force Structuring/Unit Placement (NL3) . . .
Staff Readi ness Ceneral /Head, Merchant Marine Support Di vi si on
Program (N14) . . . .

Mer chant Marine Support SuperV| sor (N14A)

FTS Liaison (N15) . . . . . oo

Seabee Personnel (N17) . . Coe

Seabee O ficer Prograns/ Seabee Per sonnel (N17A)

Seabee Enlisted Prograns/ Seabee Personnel (N17B)

Seabee Personnel Analyst/Seabee Personnel (N170)

V. Director, Operations and Fleet Support

Director, Qperations and Fleet Support (I\B)
Fl eet Support Oficer (N31) . . . . .

Exerci se Coordinator (N31E) . .

Af| oat Support Coordi nat or (N31F) . Coe
Force Schedul er/ Shore Support of ficer (I\BZ/ N35)
Shore Support Supervisor (N32A) . . oo
AT/ ADT Tracki ng Coordi nator (N35A)

Seabee Support Oficer (N37) . . Coe
Seabee Support Coor di nat or/SuperV| sor (N371) .
Medi cal Support Oficer (N39) . . . . . . .

VI: Director, Prograns, Plans, and Requirenents .

Director, Prograns, Plans, and Requirenents (N5)
Personnel Systens/VTU (General )/ MACG ( N5A)

1
OO UTWE

<
[EEN

<<<<<

PRPRRPRPRPRPON OOiwwkF

<<<<<<<
WNRFRPREFO

<
= 1

T
NN

w

V-4

<<
3 FN

V-5

<<
~o

VIi-1

VI-1
VI -2



COWNAVSURFRESFCRI NST  5400. 1C

14 APR 1999

Adm ni strative Assistant (N5AQ) . . I VI 4
Staff Liaison/Plans Coordinator (NSB) I
Coast @uard Liaison Oficer (NG . . . . . . . . . . . . . . Vl-4
Director of Facilities (NBSD) . . . . . . . . . . . . . . . . . VI-5
Force Facilities Officer (NoD1). . . Y R 4
Assistant Force Facilities O‘flcer/Engl neerlng . Coe e
Supervisor (NsD2) . . . . . . e . . . . . . V-8
Facilities Engineering Assi st ant (N5D3) e . . . . . . . . . V-8
Combat Prograns O ficer (N51) . . Y )
Assi stant Conbat Support Program Manager (N51A) .o . . VI-10
Assault Craft Units (ACU)/Mbile Diving and Sal vage Units . .

(MDSU) Program Assistant (N51B) . . . . . . . VI-10

Command Control Commruni cation Conputers Intelllgence. G
Surveillance Reconnai ssance (C41SR) Program Assistant (N51C) . WVI-11

Ashore Logistics Programs (N52) . ... V=12
Naval Construction Force/ Construction/Bases and Stations .
Programs (N53) . . Y B X<
Mai nt enance/ Equi pmant ‘Al onance (N53A) T v/ e
Conbat Support Prograns (Ns4). . . . . . . . . . . . . . . . . VI-15
Staff JAG Legal Programs (N55) . . . . . . . . . . . . . . . . VI-16
Chapl ai n/Religious Programs (N56) . . . . . . . . . . . . . . VI-17
Mat erial Mai ntenance Management (3-M/General Purpose . .
El ectronic Test Equipnent (GPETE) Director (N57) . . . . . . . VI-18
3-M Coordinator/ GPETE Coordinator (N57A) . . . . . . . . . . . VI-18
3-M Assistant (N57A1) . . O Y I R
Public Affairs Prograns Offi cer (NS8) . . . . . . . . . . . . VI-20
Section VII: Director, Mnagenent Information Systems (N6) . . . . . VII-1
Section VIIl: Director, Training and Readiness . . . . . . . . . . . . VIII-I
Director, Training and Readi ness/Education Training Planni ng
and Prograrrs Oficer/General (N7) . . Co D ML-1
Training O ficer/Assistant Director, Tralnlng (N7A) .o . . o MIIL-3
Staff Readi ness Ceneral / Assi stant Director (N78) e . . . . . MII-5
Reserve Billet Coordinator (N/71A/N71A1) . . . . Y N 4
RSTARS Billet Coordinator (N71A2/3/4) . . . PV N N
Educati onal Specialist/Curriculum and | nstruct i onal .o
Standards (N72A) . . . . . . . . . . . . . . . . . . . . .. VII-9
Li brarian (N72A1) . . . . . . . . . . . . . . . . . . . . . VIlI-10
Material Handler (N72A2) . . . . . . . . . . . . . . . . .. . Vll-10
Supervisor, Instructional Systems (N/3A) . . . . . . . . . . . VIII-11
I nstructional Systens Specialist (N73A1) T Y/ L N I
SELRES Readi ness Anal yst (N74B) . . Y/ I
SELRES Readi ness/ NCEA Manager (N74Bl) .o Y N B I
Education Training Pl anning General (N758) Coe oo .. o VI -14
ADT/ AT Tracki ng Coordi nator and Pr ogram I\/anager for .
School s (N75B1) . . . . : : .. . . . . VII-16
Section |X: Director, Health Services/Medical Progranms. . . . . . . . IX1
Director, Health Services/Medical Programs . . . . . . . . IX1
Field Support Supervisor (N91) . . . . . . . . . . . . . . . . 1X2
Appendix A: Acronyms and Abbreviations . . . . . . . . . . . . .. . A1



COVNAVSURFRESFORI NST 5400. 1C

SECTI ON | 14 APR ]999

COVIVANDER, NAVAL SURFACE RESERVE FORCE M SSI ON

The Commander, Naval Surface Reserve Force, is an echelon Il conmand under

t he Commander, Naval Reserve Force responsible for the operation and training
of Naval Surface Reserve Force units. The mission of the Naval Surface
Reserve Force is to maintain assigned personnel and equipnent in a state of
readi ness and availability which will permt rapid enployment if partial or

full mobilization occurs and to provide peacetinme contributory support to the
active Navy as requested.
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SECTION ||
COVIVANDER, NAVAL SURFACE RESERVE FORCE

NOO (Area Commander - NOBC 9009)

1. FEunction. To command and direct the administration of the Naval Surface
Reserve Force, including nmanagenent of those Naval Reserve resources under his
purview, and to performsuch other functions or tasks as may be directed by
the Chief of Naval Operations (CNO and/or Conmander, Naval Reserve Force

( COWNAVRESFOR) .

2. Task

a. Commands, manages, and administers the COWAVSURFRESFOR prograns under
the policies prescribed by the CNO and COWAVRESFOR

h. Directs the effectiveness of resource managenent, training, and
admnistration of the Naval Surface Reserve Force (NAVSURFRESFOR), as
appropriate, to ensure the responsiveness and nobilization readi ness of
NAVSURFRESFOR to neet the requirements prescribed by CNO

¢. Conducts necessary liaison with conmmands, bureaus, and offices to
obtain resources required for readi ness of the NAVSURFRESFOR to include the
fol | owi ng:

(1) Plans, progranms, and budgets for nobilization equiprment, non-
technical training equipnent, and |ogistic support equipnent. Devel ops
requirenents, establishes priorities, allocates funds, and directs or oversees
procurenent of nontechnical training equi pment and | ogistic support equi prent
and material for designated COMNAVSURFRESFOR activities.

(2) Subnmits requirenents for training aids, training devices, and
technical training equipnment to appropriate training support agencies for
timely insertion into the programmng and budgeting system

(3) Directs facilities nmanagement functions.

d. Recommends and/or effects the establishnent, disestablishment, and
modi fication of Naval Reserve Force (NRF) assets as directed by the CNO

e. Recommends and/or effects the establishnent and di sestablishnment of
prograns and units of the NAVSURFRESFOR as directed by the CNO

f. As required by the CNO and under the guidance of the Commander, Naval
Personnel Command (COMNAVPERSCOM); and COWNAVRESFOR, plans for the inplenen-
tation of personnel processing procedures for recall of assigned Naval Reserve
units and individuals when activation is directed.

. Perforns all type commander functions for Expeditionary Logistics
Support Force, Inshore Boat Squadron, and Reserve Fleet Hospitals.

h. Reviews and approves the consolidated operating schedul e and
coordinates with the fleet commanders in all matters concerning NRF ship
readi ness and training.

i. Adjudicates hotline conplaints within the force.

~j. Signs fitness reports for all officers assigned to the Commander.
Signs captain on captain endorsements on fitness reports.

-1
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14 APR 1999
k. Approves personal awards, Navy and Marine Corps Achi evenent and Navy
Commendation Medals for |ower echelons.

|.  Responds to personal correspondence and sends congratulatory letters
as required.
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Al DE 14 APR 1999
NOOA (NCBC 9935)

1. Function. Personal aide to the Commander. Responsible to
COWAVSURFRESFOR for such personal duties as assigned.

2. Task

a.  Responsible for action on matters relating to uniforns, honors,
cerenmonies, official visits, and general protocol.

b. Acts on matters relating to entertainnent and social functions that
the Commander is invited to. Coordinates arrangements as necessary.

c. As Flag transportation officer, arranges matters of:

(1) Berthing, transportation, scheduling, and other |ogistic functions
in conjunction with official visits by the Commander.

(2) Controls use of boats and vehicles assigned to COWAVSURFRESFOR

3 Travels with the Comrander, when required.

d. Assists the Commander in all administrative matters. Supervises the
flag office.

e. Coordinates daily, weekly, monthly, and yearly schedules as required,
resolving conflicts when they arise.

f. Acts as Division Oficer for enlisted personnel assigned to the
Admiral’s office.

. Assists with and coordinates official social functions at the
Commander’s quarters, as directed.

h.  Ensures Very Inportant Persons (VIP) and distinguished visitors have
proper quarters and transportation. Coordinates all visits as required.

i. Oher duties as may be assigned.

-3
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I'—_:!(E&JT A \)%R S%ARY

NOOS

1. Function. Serves as the personal secretary and receptionist to the
Conmander.  Provides clerical and adnministrative assistance to assist with
facilitating the orderly execution of managenent responsibilities and the
smooth functioning of the executive office.

2. Tasks

a. Screens visitors and callers to the Commander. Schedul es visits and
calls.

b. Mintains and updates, as required, a telephone listing/directory of
all heads of |ocal and state government, congressional directory, officials of
| ocal and national service organizations, and nembers of the consular corps in
t he area.

¢c. Proofreads and edits all correspondence routed to the Flag Office for
the Commander’s signature. Establishes correspondence control procedures
ensuring proper routing and preparation.

d. Conposes and prepares letters, invitations, and menmoranda as directed.

e. Sets up and muintains official and personal correspondence files.

f.  Ensures necessary background data information is included with
correspondence routed to the Conmander for review, i.e., reports, speeches,
briefing material. Ensures data is arranged for easy and ready reference.

. Makes arrangenents for neetings and conferences including setting up
meeting spaces, attendance and required naterials.

h. Handles the details of mlitary-social and civic functions hosted by
the Commander such as guests lists, invitations and RSVPs. Mintains
historical files regarding these functions.

i. Mintains the Commander’s daily, weekly, nonthly, vyearly calendars,
and social agenda. Schedul es meetings and appointnents.

j. Operates state of the art mcroprocessor and word processing and
office automation software. Uses a Local Area Network (LAN) and International
Net wor k (1 NTERNET) communi cations as directed and necessary to carry out
duties.

k. Prepares, conpiles and types travel clains for the Commander.
Verifies travel expenditures, tracks travel claimliquidation and maintains
travel files for the Commander.

|. Assists with matters of uniformregul ations, honors, cerenonies and
protocol, as directed.

m Serves as the Flag Social Coordinator.

n. Perfornms other duties as may be assigned.

-4
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FLAG WRI TER/ ADM N ASSI STANT 1 4 APR ]999

NOOW ( NEC 2514)

1.  Functi on. Provi des assi stance and support to COVNAVSURFRESFOR on matters
of both personal and official in nature. Advises the Comrander on all
adm ni strative and correspondence matters.

2. Tasks. Responsible for action on matters relating to Flag Ofice routine.
Perfornms the follow ng duties:

a. Assists in coordinating daily, weekly, monthly, and yearly schedul es
for the Commander.

bh. Assists with travel arrangements for the Commander, as directed.

¢c. Tracks and prepares fitness reports for the Comrander’s signature on
all officers for whom COWAVSURFRESFCR is the reporting senior. Ensures the
fitness reports are nailed.

d. Prepares official and personal correspondence, as directed.

e. Assists with coordination of VIPs and distinguished visitor visits, as
directed.

f. Reviews and directs correction of correspondence, if required,
prepared for the Conmander’s review or signature. Logs in/fout and tracks
correspondence prepared for the Commander’s review or signature.

. Serves as the Conmander’s receptionist, in the absence of the
Executive Secretary.

h. Maintains the Commander’s correspondence files in the absence of the
Executive Secretary.

i. Performs other duties as may be assigned.
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NOOC ( NEC 9580)

1. Function. Advises and assists COWAVSURFRESFOR on all command and force
matters relating to enlisted personnel and enlisted managenent and policy.

2. Tasks

a. Mintains and pronotes effectiveness and efficiency of the chain of
conmmand.

~b. Assists the Conmander in all mtters pertaining to welfare, health,
job satisfaction, norale, usage, and training of enlisted personnel to pronote
traditional standards of good order and discipline.

~C. Advises the Commander on formulating and inplenentating changes in
policy concerning enlisted menbers.

d. Attends neetings as directed by the Conmander to keep apprised of
current issues and provides a representative enlisted input.

e. Participates in cerenonies honoring comrand nenbers, including
reenlistnment cerenonies.

f.  When appropriate, represents or acconpani es the Conmander to official
functions, inspections, and conferences.

g. Participates in receptions and hosting of official visitors to the
conmmand.

h.  Upon invitation, and as approved by the Conmander, represents the
command and the Navy at comunity and civic functions.

i. Participates in, coordinates, or nonitors the followng, as
appropri at e:

(1) Command Orientation/lndoctrination

(2) Command Sponsor Program

(3) Chief Petty Oficer/Petty Oficer Indoctrination Courses
(4) Command Retention Team

(5) Awards Board

(6) Sailor of the Quarter/Year Selection Boards

(7) Human Resources Managenent Program

(8) Famly Services Program e.g., OVBUDSMAN, Fanily Service Centers
(9) Bachelor Enlisted Quarters Program

(10) Habitability Program

(11) Commissary and Navy Exchange Advisory Boards

(12) General Mess Advisory Board

(13) Humenitarian Reassignment/Hardship Discharge Screening boards.
-6



(20)
(21)

COMNAVSURFRESFORI NST 5400. 1C

14 APR 1999

Fam |y Advocacy Program representative

Recreation Advisory Board

Seni or nenber of Disciplinary Review Board

Prof essi onal Devel opnent Board

Senior enlisted menber on the Command Assessment Team
Coordinates Chief Petty Oficer initiations

Seni or enlisted nenber on the enlisted eval uation ranking board.

Menber Executive Steering Committee.

j, Coordinates assignnment of new personnel, requests for transfer or
reassi gnment of existing personnel. Coordinates staff check in and out.

k. Performs other duties as nay be assigned.

-7
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SECTION 111
DEPUTY NDER
NOOB ( NOBC 9009/ 9015)

1. Eunction. The Deputy Conmander exercises such executive authority with
respect to NAVSURFRESFOR as the Commander nmy del egate. Assists and counsels
the Commander in all matters related to executing the mssion of the
NAVSURFRESFOR .  Responsible to the Commander for ensuring the organization,
admi nistration, training, readiness, and operations of the command are carried
out in conformance with the policies, plans, and intentions of the Comander.
Acts for the Commander when absent.

2. Tasks

a. Acts as the principal advisor and assistant to the Commander on all
matters affecting the functioning of the staff and the force.

h. Assists the Commander in the discharge of their responsibilities.

C. Renders decisions and initiates action on matters for which
COWNAVSURFRESFOR policies have been established.

d. Advises, assists, and directs the field commanders in the execution of
their duties. Serves as the principal interface for field commanders on
policy issues.

e. Reviews and initiates current and |ong-range plans necessary for an
effective and vital Surface Reserve Force including manning, facilities,
managenment information, training, and readiness.

f. Keeps inforned on all major issues, duties, and acconplishnents of the
various staff elenents.

g. Serves as senior menber of the COWAVSURFRESFCR command inspection
team

h. Coordinates the planning for, and review of, reports of inspections
and surveys on activities within the NAVSURFRESFOR  Establishes inspection
procedures and policies.

i. Keeps the Commander fully infornmed on all matters of inportance
relating to the mssion and progress of the Force and staff.

i. Authorized as the del egated approval authority for all awards for Navy
and ‘Mari ne Corps Commendation Medals and below. Makes reconmendations on
hi gher |evel awards. \Wen required, interfaces with field conmanders on award
submi ssi ons.

k. Senior menber of the staff Executive Steering Conmittee.

. Serves on other COVNAVRESFOR/ COWNAVSURFRESFOR/ Naval Support Activity
(NAVSUPPACT) New Orl eans boards as assigned.

m  Travels on behalf of the Conmmander and acts in their place as guest
speaker at neetings and conferences when directed.

n.  Represents the Commander at routine periodic neetings held by
COWNAVRESFOR, NAVSUPPACT New Orleans, and other local comrands and agenci es.
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0. Advises the Commander on performance appraisals of staff officers and
subordi nate echelon IV conmanders.

p. Serves as the imediate supervisor of the COVNAVSURFRESFCR Directors
of Facilities (DIRFAC) field offices.

g. Signs COWMNAVSURFRESFOR directives and notices that do not require the
Commander’s signature.

r. Delegated reporting senior signature authority for fitness reports and
eval uations in the absence of the Commander.

s. Approves all unit |ocation recomendations for NAVSURFRESFOR

t. Perforns other duties as may be assigned or directed by the Commander.

[11-2
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CH EF OF STAFE

NO1 (NOBC 9034)

1. Eunction Assi sts the Commander by coordinating activities of staff
officers, directing staff activities, office organization, and routine. Plans
and advises on organization and staffing of staff and field activities.
Directs preparing staff work and guides work efforts of staff, exercising
supervi sion over departnments and ensuring conpleted staff work is submitted to
the Commander. Interprets and inplenents orders, regulations, and directives
from higher authority. Directs public relations. Serves as the major contact
point for other commands. Organizes and participates in staff conferences.

2. Tasks

a.  Acts as the principal assistant to the Commander on all admnistrative
matters including correspondence, schedules, fitness reports, enlisted and
civilian performance evaluations, speeches, and other administrative duties as
assi gned.

b. Ensures the organization, readiness, training, administration, and
operation of the staff are carried out in conformance with the policies,
plans, and intentions of the Commander.

c. Directs, supervises, and coordinates the work of the staff and is
responsible for the staff's efficient functioning through the Directors,
Speci al Assistants, and Flag Ofice.

d. Assigns major tasks to the Directors and Special Assistants to ensure
their nost expeditious and efficient acconplishment. Keeps the Commander and
Deputy fully informed on natters relating to the tasks assigned to the staff
for action.

e. Keeps informed on all matters pertaining to the duties and
acconpl i shments of the various staff elements.

f. Reviews Hotline conplaints and directs Hotline investigations to be
conducted by staff members or subordinate commanders as necessary.

. Approves or disapproves Tenporary Additional Duty (TAD) requests for
Directors and Special Assistants.

h. Coordinates field conmanders conferences and ot her neetings or
conferences involving the Commander and senior staff. Conpiles and publishes
m nutes from these conferences.

i. Coordinates with the Surface Training and Adm nistration of the Naval
Reserve (TAR) detailer on staff officer gains and |osses. MNakes staff officer
duty assignments and reassignments as required.

~ Coordi nates COWAVSURFRESFOR staff and field officer attendance at
NavaH Reserve Advanced Managenent Sem nars and other special schools, courses,
or boards.
k. Menber of Staff Executive Steering Conmittees.
|. Interfaces with echelon IV field commanders such as Hotline

conpl aints, Congressional inquiries, awards submittals, Judge Advocate General
(JAG Manual investigations, etc.
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m Reviews Congressional correspondence, directs the preparation of
appropriate responses and signs the responses

n. Supervises the preparation of fitness reports for COWAVSURFRESFOR
staff menbers and other officers for which the Conmander is the reporting
seni or.

0. Coordinates all staff cerenmpnies (e.g., retirement, reenlistment
awar ds) .

p. Perfornms other duties as may be assigned.

[11-4
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NO1A (NOBC 2615)

1. Function. Reports to the Chief of Staff. Provides services to the staff
in admnistrative areas. Responsible for adm nistrative services including
standardi zation of these services. Exercises managenent control of the
NAVSURFRESFOR st af f (organi zation), procedures, forms, reports, records
correspondence, mail, and directives. Provides mlitary and civilian

personnel services. Serves as the central point of contact for all internal
staff personnel matters. Provides guidance to field activities and assists in
the evaluation and inspection of Surface Reserve activities.

2. Tasks

a. Executes the adm nistrative responsibilities of the command including
the direction of prescribed administrative procedures and prograns.
Coordinates all admnistrative areas.

h. Advises the Deputy Commander and Chief of Staff on matters concerning
the admnistration and organization of NAVSURFRESFOR (headquarters) staff.

c. Distributes incomng mail; controls action items on tickler.
Serializes all outgoing correspondence and ensures proper mailing and
di stribution.

d. Mintains a central file of all documents produced by the command.

e. Tracks, prepares responses for, forwards investigations of all
Congressional inquiries received by the command.

f. ~ Tracks, directs/conducts investigation, prepares endorsenments, and
mai ntains liaison with COMWAVRESFOR | nspector General on all Hotline
investigations received by the command.

g. Serves as the point of contact for (liaison with) all subordinate
conmands, other government agencies, professional organizations, and private
enterprises for all administrative matters,

h. Administers the Command Awards Program

i. Electronically routes all daily incomng messages to all directorates.
Prepares all Naval nessages for release; maintains date, time, group Log and
message files; maintains command Ceneral Message files. Controls and routes
all classified and personal for messages, Provides administrative expertise
on all message issues and coordinates (liaisons) with COWAVRESFOR Message
Center.

IJ' Serves as staff Personnel Officer. Provides personnel support to the
staff.

k. Establishes tracking log for enlisted evaluations. COversees
preparation and ensures timely subm ssion of evaluations. Coordinates board
to determine pronotion summary groups.

. Provides administration for legal matters such as NJP.

m Prepares staff TAD orders, estimating costs and using electronic
accounting. Conducts quality check on travel clains, tracks and forwards
claim to Personnel Support Detachment (PERSUPPDET) for payment. Controls

[11-5
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incom ng checks until delivered to nenbers. Serves as staff liaison for
travel /travel claim issues with COVWAVRESFOR (N8) and PERSUPPDET.

n. Serves as admnistrative assistant to COWAVSURFRESFOR Seni or

I nspector (CGeneral assistant), coordinating all inspections, inspection
preparations, and post inspection reports. Mintains inspection files.

0. Advises the Deputy Conmander and Chief of Staff on civilian personnel
matters. Serves as liaison between the conmand and the COVNAVRESFOR Civilian
Personnel Special Assistant.

p. Coordinates all COWMNAVSURFRESFOR sponsored conmand | evel conferences
(i.e., field commanders’, Readiness Conmand (REDCOM), etc).

q. Menber of Executive Steering Committee.
r. Admnisters the conmand Travel Card program
s. Perforns other duties as may be assigned.
ASSI SANT DI RECTOR, COVVAND SERVI CES
NO1A1
1. Function. Reports to the Director, Command Services. Directs mlitary
and civilian personnel in the execution of all adm nistrative responsibilities

for the staff. Provides services to the staff in all admnistrative areas.

2. Tasks

a. Serves as the assistant to the Director of Command Services on all
admnistrative and staff personnel natters.

h. Serves as the principle assistant to the Chief of Staff/Deputy on all
i nspection matters.

¢c. Ensures all policies and procedures for conmand administrative matters

are carried out and properly inplenented. Makes recomendations for changes,
wher e warrant ed.

d.  Reviews all incomng award submssions for technical accuracy.
Rewites citations if required.

e. Reviews incom ng correspondence to determine if it is action
correspondence and ensures it is properly controlled and routed for action.

f. Prepares or directs the preparation of correspondence.
g. Performs other duties as may be assigned.

DI RECTOR. FI NANCI AL MANAGEMENT

NO1B (NOBC 1025)

1. Mssion. Supports the command responsibilities for the Conmander in the
execution of their legal and admnistrative financial nanagenent duties.

2. PRBunction. Reports to the Chief of Staff. The Director of Financial
Managenent serves as the primary financial advisor to COVNAVSURFRESFOR for all
i ssues concerning the Operations and Maintenance, Naval Reserve (CG&W\R),
Reserve Personnel, Navy (RPN), and Other Procurement, Navy (OPN)
appropriations allocated to the Surface Reserve Force.
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a. Reviews all annual and future year operating budgets for
COWAVSURFRESFOR and echelon |V activities. Perforns analysis and provides
recommendations to the Commander for all budgeting, distribution of m dyear
review funding, and reprogranming to ensure priority requirenents are
adequately funded within legal funds authority.

h. Mnitors the execution of all COWAVSURFRESFOR and echelon IV activity
operating budgets (O&WNR), personnel accounts (RPN), and investnent prograns
(OPN). Responsibility includes financial plan nonitoring, resource usage
analysis, and financial regulation and policy oversight.

¢. Miintains communication and financial reporting with COWAVSURFRESFOR
Staff, program nanagement, and echelon |V activities.

d. Provides nonthly and as required, status reports to the Commander
regarding all budgeting and execution.

e. Serves as the NAVSURFRESFOR point of contact for all accounting and
financial nmanagement systens.

f. Serves as the NAVSURFRESFOR point of contact for financial matters to
hi gher authority including COWAVRESFOR, CNO (N095), and the Navy Conptroller.

g. Serves as the NAVSURFRESFOR point of contact for all procurenent of
goods and services to support Training (devices, curricula and services),
M ssion Forces (hardware operations and mai ntenance) and Automatic Data
Processing (ADP)/Managenent Information Systems (hardware and software).

h. Serves as the NAVSURFRESFOR civilian payroll budget nmanagement
authority for staff and echelon |V commands.

i. Reviews the NAVSURFRESFOR Future Year Defense Plan (FYDP) summary to
ensure force objectives are adequately funded. Provides financial analysis
and i npact assessnents for FYDP shortcom ngs and Program Cbjective Menoranda
(POM) subnmissions. Serves as a nenber of the Junior Requirenents Review Board
(JRRB) .

~ Briefs visiting officials and seni or managenent on Surface Reserve
financial issues.

k. Supervises and provides taskings to assigned military and civilian
personnel (Budget Analyst and Budget Assistant).

. Menber Executive Steering Conmittee.

m  Prepares |lesson plans and conducts presentations at the Naval Reserve
Pr of essi onal Devel opnent Center Prospective Commanding Officer course and for
the Senior officer/Reserve Liaison Oficer (RLO course.

n. Serves as a nmenber of the RPN working group.

0. Performs other duties as may be assigned.
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SECTI ON |V 14 APR 1999
DI RECTOR. MANPOAER AND PERSONNEL
NI (NOBC 3943/ 3965)

1. Mssion. Manages, coordinates, and directs Reserve manpower and personne
functions for the command, and executes policies from higher echel ons

2. Function. Reports to the Chief of Staff for matters pertaining to Reserve
personnel or billet issues and keeps the Chief of Staff informed of the status
of assigned prograns and projects. Supervises and nonitors the allocation and
use of personnel resources in the Naval Surface Reserve per established
policies. Inplements programmatic requirements in structuring of billets and
units for resource sponsors and gaining comands. Responsible for the

formul ating personnel and billet management policies for the Naval Surface
Reserve

3. Tasks

a. Tasks appropriate staff divisions and personnel and nonitors progress
to ensure tinmely and efficient conpletion of assigned responsibilities

b. Mnitors, coordinates with, advises, and assists echelon |V commanders
in the execution of their tasks and functions in relation to Reserve personne
policies to achieve the nost effective and efficient personnel and bill et
managenent in the Naval Surface Reserve

. ¢c. Mnitors, coordinates with, advises, and assists echelon IV commanders
in the execution of Reserve personnel screening board matters

d. Mnitors Reserve personnel end strength to meet goal s assigned by
hi gher authority.

e. Formulates policy recomendati ons to higher commands, for Full Tinme
Support (FTS) and Reserve personnel related issues and billet managenent
i ssues.

f.  Represents NAVSURFRESFCR i n conferences and working groups for echel on
[, I'l, 1V, and V conmands.

e. Conducts liaison with Director, Naval Reserve Information Systens
Office to inplement automated systens, to develop software for Reserve
personnel billet and screening board functions, and to revise and inprove
Reserve Training Support System (RTSS) functions to conplete assigned
responsi bilities.

h. Assists in evaluating and conpleting conmand inspections of echelon IV
activities and other Naval Reserve Activities (NRA), as directed. This task
requires the generation of nultiple reports and the acconpanyi ng anal ysi s of
i nherent data.

i.  Prepares, maintains, or revises Surface Reserve Force instructions and
notices that pertain to Reserve personnel, manpower, and screening board
i ssues,

. Assists in command reviews of Naval Surface Reserve facilities to
recommend cl osures, replacenent and/or joint nulti-service occupancy, as
appropri ate.

k. Devel ops POM issues for COVNAVSURFRESFOR.
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. Acts as primary advisor to Chief of Staff, Deputy, and
COWAVSURFRESFOR in all Reserve Personnel nmatters.

m Acts as primary point of contact in the Efficiency Review (ER)
process.

n. Menber of Executive Steering Conmittee.

0. Perfornms other duties as may be assigned.
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PERSONNEL/ MANPONER MANAGEMNT/ SELRES PERSONNEL 14 APR 1999
N11 (NOBC 3965)

. Function. Reports to the Director, Manpower and Personnel. Assenbles
data conducts studies, convenes working groups, and nmonitors enlisted

Sel ect ed Reserve (SELRES) personnel nmanagenent in support of personnel
policies in the Naval Surface Reserve. Provides liaison with echelon IV
commanders in all enlisted SELRES personnel matters. Directs and inplenents
enlisted SELRES personnel policy for the Naval Surface Reserve.

2. Tasks

a. Acts as principal advisor to Director, Manpower and Personnel on
enlisted SELRES personnel issues.

b. Supervises divisional (mlitary and civilian) personnel in
COWNAVSURFRESFOR (N11) in conpleting assigned tasks.

¢. Conducts research and prepares correspondence on SELRES enli sted
personnel issues involving echelon Il and above.

d.  Provides input for |esson plans presented at the Reserve Professional
Devel opnent Center for the Prospective Commanding Officer, Reserve Personnel
Administration and Reserve Pay Cerk courses.

e. Represents NAVSURFRESFOR in conferences and working groups for echel on
[1, 1V, and V conmmands.

f. Alocates and nmonitors execution of additional training periods
t hr oughout COVNAVSURFRESFOR to ensure conpliance with annual budget limts.

g. Regularly nmonitors enlisted SELRES end strength for conpliance within
funded limts.

h. Provides daily liaison with external echelon Il1-V commands via
t el ephone, e-mail, and fax to resolve personnel related questions/issues/
probl ens.
RESERVE PERSONNEL SUPERVI SOR
N11A
1. Tasks

a. Responsible for the research and processing of:

(1) Reserve Functional Area and Sex Code (RFAS) waivers

(2) Requests for transfers to the Individual Ready Reserve

(3) Reaffiliation waiver requests for echelon IV and
bel ow for unsatisfactory participation

(4) Enlisted classification requests and correspondence

h. Mnitors conpliance of Defense Finance Accounting Service (DFAs) for
special pay for enlisted Reserve Personnel.

c. Acts as point of contact for echelon IV and below to advise and ensure
compliance with enlisted SELRES policy and procedures. This task involves
nunmerous hours of conmunication via telephone, fax, standard Naval nessages,
and e-mail for all COWAVSURFRESFOR (11A) personnel.
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d. Acts as the Naval Surface Reserve representative for the Reserve
Standard Training Administration and Readiness Support Manpower/Personnel
(RSTARS MP) and Reserve Headquarters Support (RHS)/RTSS Configuration boards.

e. Uses the followi ng databases on a daily basis to nonitor execution of
personnel policies: RTSS, Inactive Manpower and Personnel Managenent
Information System (IMAPM S), DFAS, and the Navy Locator System

f. Acts as primary review in Reserve personnel related instructions and
notices that are issued from headquarters staffs.

g. Assists in evaluating and conpl eting command inspections of echelon |V
activities and other NRAs as directed. This task requires the generation of
multiple reports and the acconpanying analysis of inspection results.

h. Prepares, mails, and maintains logs for all correspondence relating to
above tasks and functions.

i. Conducts daily interface with RTSS to obtain reports to nmonitor
statistics and directs corrective action where required. Reserve personnel
matters that are nonitored include, but are not limted to:

(1) Unsatisfactory drillers

(2) Personnel in a rating conversion status
(3) I'n assignnent processing

(4) High year tenure

(5) Age 60

(6) Personnel in a tenporary paygrade

(7) Civilian skills reporting

(8) Records review

(99 Navy Enlisted/Oficer Participation System (NEOPS)
(10) Rating nergers/disestablishnents

(11) EL/E2 late advancenents

~ Maintains oversight for the Civilian Occupational Code |ndicator
database. Runs statistics to nonitor echelon IV conpliance with policy and
procedures, initiating corrective actions.

k. Monitors, tracks trends and recommends action for inproving personnel
readi ness (“P" rating) in Surface Reserve units. This task involves the
creation and acconpanying research of nmonthly reports of over 3000 Reserve

units to conduct analysis of Naval Surface Reserve manning trends.

. Liaison with COWAVRESFOR for Research Status Log, to assist in the
research, and resolution of SELRES pay problenms for echelon IV and bel ow

m  Screens curriculumand conducts quality analysis for Naval Reserve
Prof essi onal Devel opnent Center Reserve Pay and Reserve Personnel
Admi ni stration courses.

n. Perforns other duties as ny be assigned.
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PERSONNEL/ MANPOAER VANAGEMENT COFFI CER PROGRAM
N12 (NOBC 3965)

1. Function. Reports to the Director, Munpower and Personnel. Acts as
primary point of contact for all matters relating to SELRES officers, SELRES
command, and Senior O ficer noncommand billet screening and detailing
procedures in the Naval Surface Reserve.

2. Tasks

a. In capacity as head, SELRES board division, makes recommendations and
follow on plans of action for the Naval Surface Reserve screening board
process.

b. Drafts instructions and notices to govern SELRES screening board
procedures.

c. Prepares appointnent letters and precept letters for screening board
flag officer presidents; conducts all necessary liaison with flag officers and
echelon IV conmands to complete this tasking.

d. Admi ni sters COMNAVSURFRESFOR of fi cer accession program ensuring
qualified applicants are assigned proper nobilization assignment and
mai ntaining end strength within funded limts. Miintains database of officers
awai ting accession into a pay status. Convenes a nmonthly review of applicants
for accession.

e. Inplenments separation policies for failed of select officers.
Monitors conpliance of policies for echelon IV and bel ow

f. Acts as primary point of contact to resolve issues and conduct
research to assist echelon IV in satisfactory conpletion of boards.

. Primary assist with the contracting and devel opment of software to
automate the screening board process.

h. Conducts liaison with the COVWNAVPERSCOM U.S. Navy gaining conmands,
and Surface Reserve echelon |V commands to create and inplenment a credible
screening board process.

i. Administers the Naval Surface Reserve National Selection Board each
year.

j. Admnisters selection of SELRES officers to serveas menbers of
Reserve statutory and admnistrative boards.

k. Mnitors Reserve officer end strength to meet goals assigned by higher
authority.

. Supervises divisional mlitary and civilian personnel.

m  Conducts research and prepares correspondence on SELRES officer
personnel issues including billet assignment and NOBC waivers.

n. Perforns other duties as may be assigned.
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MANPONER/ PLANNI NG FORCE STRUCTURI NG UNI T PLACEMENT
N13 (NOBC 3943)

1. FEunction. Reports to the Director, Surface Reserve Personnel. Processes
SELRES billet structuring and unit placenent transactions for the Naval
Surface Reserve. Provides |iaison with echelon IV commanders, gaining
commands, and program managers on all natters pertaining to force structuring
and unit placenent.

2. Tasks

a. Manages and administers force structuring and unit placenment under the
policies prescribed by COWAVRESFOR and COWNAVSURFRESFOR

b. Keeps the director informed on all nejor force structuring and unit
pl acenent matters. Makes recommendations as required to effectively manage
force structuring and unit placenent issues.

c. Directs, supervises, and coordinates the work of COMNAVSURFRESFOR
(N13) staff.

d. Liaises with gaining comands, resources sponsors, program managers,
and field activities on all matters pertaining to force structure at both the
unit and billet |evel.

e. Validates and nonitors all requests affecting force structuring and
unit placenment including the initiation of the Unit Action Letter (UAL).

f. Mnitors billet structuring efforts by COMNAVSURFRESFOR (N13) staff as
directed by the gaining commands, resource sponsors, and program managers.

g. Provides technical assistance to other commands concerning research,
troubl eshooting, and resolution of anomalies on the Reserve Unit Assignment
Docunents (RUADs).

h. Monitors all RHS entries inplementing NAVSURFRESFCOR infrastructure
reducti ons.

i. Coordinates collection of all manpower related Base Reali.gnment and
Closure (BRAC) data call requirenents for-SELRES popul ations.

. Performs denographic studies on unit relocations, disestablishnents,
and establishments caused by closure actions.

k. Acts as point of contact with subordinate echelons to advise and
direct manpower policy and procedures.

. Assigns personnel as necessary to assist in command inspections as
di rect ed.

. m  Conducts research anal ysis and prepare correspondence for manpower
i ssues involving echelon Il and above.

n. Represents NAVSURFRESFOR in conferences and working groups for echel on
[1, 1V, and V comands.

0. Perfornms other duties as may be assigned.
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14 APR t%gg
STAFF READI NESS GENERAL/ HEAD, NMERCHANT MARI NE SUPPORT DI VI SI ON M

N14 (NOBC 9067)

1. FEunction. Reports to the Director, Manpower and Personnel as a Naval
Reserve Center Commanding O ficer of the Merchant Marine Reserve, U.S. Naval
Reserve (MVR, USNR) Programand its officers in the Merchant Marine Individual
Ready Reserve Goup (MMRRG. Also serves as the Commanding Oficer,
NAVSURFRESFOR Consol i dated Personnel Managenment Center. Directs and

i mpl ements program managenent and training objectives with Program Sponsors,
Techni cal Managers, Joint and Naval commands, Department of Defense (DoD)
agencies, and civilian strategic sealift/logistics government agencies.
Manages the Merchant Marine Reserve Program O fice and the Consol i dated
Personnel Managenent Center.

2. Task

a. Mintains liaison with program sponsors, technical nanagers, technical
advisors, and other Navy and DoD activities. Establishes requirenments and
plans to acconplish training objectives.

b. Assists in formulating nmanagement objectives and goals for assigned
programs. Recommends policy changes to inprove training.

c. Coordinates resources necessary to provide training support to include
manni ng, funding, and instructional needs.

d. Develops funding requirenents and POM issues for assigned prograns.
Prepares budget submi ssions and manages funds provided.

e. Determnes distribution of appropriate O%WNR funds to support assigned
prograns.

f. Initiates and drafts instructions pertaining to managenent of assigned
prograns.

g. Drafts initial or response correspondence (letters/nessages) on all
i ssues pertaining to assigned prograns.

h.  Mnitors and supervises assigned prograns, naintaining such records as
are necessary to provide a status of the prograns.

i.  Provides COWAVSURFRESFOR representation and input at related
seminars, conferences, and briefings.

j. Manages personnel and equipnent assigned to the MVWR Program Cffice.

k. Mnitors and adm nisters training requirenents for Merchant Marine
I ndi vidual Ready Reserve Goup (MMRRG officers including: Processing Annual
Training (AT) applications, AT. VWaivers, and |IDT Participation Authorization
(I'PA) Orders and uniform allowance clains.

. Maintains an ADP database on MVR Officers participating
in the M RRG

m Mnitors MR, USNR officer fulfillment of the conm ssioned service
requirenents of the MVR, USNR Officer Training and Service Agreenent.

0. Coordi nates wi th NAVPERSCOM and Naval Reserve Personnel Center
(NAVRESPERSCEN) to nonitor and provide information for MM RRG officer
m crofiche and service records.
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0. Assigns training to MMRRG officers as necessary to neet the
obj ectives of the program

p. Assigns nembers of the program as needed, to neet the program
sponsor/technical manager’s special project requirenments.

. Assigns MM RRG officers to AT/ Active Duty for Training (ADT) billets
as requested by active duty commands for peacetinme support.

r. Nominates qualified MW officers for Reserve Oficer Pronotion
Sel ection Board nenbershi p, Naval War Col |l ege, and National Defense
Uni versity.

s. Mnitors the performance of program nenbers and reports to the
NAVPERSCOM Mbbi |'i zati on Di sposition Board (MOBOARD) those officers no | onger
eligible.

t. Mintains information flowto officers in the MMRRG by all avail able
means of communicati ons.

u. Drafts, prints and mails the MVR, USNR Annual Report newsletter to
MM RRG of ficers providing the Annual Report form information on Naval Reserve
training opportunities, obligations, and admnistrative procedures.

v. Liaises with Naval Reserve Recruiting Command ( NAVRESCRU TCOM) for the
recruitnent of applicants neeting the requirenents for MVR, USNR Direct
Comnmi ssioned O ficers.

w. Liaisons with Commander, Chief of Naval Educational and Training
(CNET), federal and state nmaritinme acadenies to ensure potential MM RRG
of ficers have program requirenent training.

x. Updat es NAVRESPERSCOM the Commanding Officer of all Naval Reserve
personnel in the IRR current address and phone numbers of MM RRG officers.

y. Has “by direction” authority from Deputy Chief of Naval Operations
(Logistics) (DCNO) (N4) to approve retirement points for professional training
courses taken in a civilian capacity.

z. Has by “direction” authority from DCNO (N4) to approve retirenent
points for merchant marine sea service when used to renew or upgrade unlinited
U S. Coast Cuard Merchant Marine License.

aa. Provides reconmendations pertaining to designator requests.

ab. Reconmends recall to active duty, transfer to Standby Reserve
(USNR-S2), retirenent, or discharge as appropriate, those MWR of ficers who
fail to fulfill the requirements of the U S Mritine Admnistration.

ac. Recommends to NAVRESPERSCEN to requests Director of Selective Service
System to declare “available” those officers of the MMR who fail to fulfill
the MVR, USNR Training and Service Agreenent who are not involuntarily
recalled to active duty.

ad. Mnitors MM RRG officers’ nedical conpliance with USNR standards.
ae. Adnministers the Surface Reserve Force National Billet Hol der Support

Center including managenent of the Individual Duty Training Travel (IDTT)
budget .

V-8



COMNAVSURFRESFORI NST 5400. 1C

14 APR )99

af. Facilitates all aspects of the Naval Reserve Billet Holder Program
acting as the sole point of contact and central RSTARS adm nistration site for
IDT drill pay, AT, IDIT travel claim resolution, service records maintenance,
as well as retirement point accreditation and SELRES benefit authorization.

ag. Adm nisters the NAVSURFRESFOR Sel ective Service Systemand Trial
Judiciary Activity Units ensuring all aspects of Naval Reserve adm nistration
is successfully maintained.

ah. Perfornms other duties as may be assigned.

MERCHANT MARI NE SUPPORT SUPERVI SOR
N14A

1. Function. Acts as Assistant Program Manager for the Merchant Marine
Reserve Programunder the direction of the Director, Surface Reserve
Personnel. Assists with the direction and inplenentation of program
management for MWR officer AT, correspondence, record naintenance, and report
verification. Assists with the nmanagement of Merchant Marine Program office.

2. Tasks

a. Assists with data and records on MM RRG of ficers to review individual
of ficer perfornmance.

b. Monitors AT waivers, designator changes, and award nomi nations and
makes reconmendations to Program Manager.

c. Assists with managenment of personnel and equi pnent assigned to the MWR
Program of fi ce.

d. Coordinates infornmation collected and processed through Merchant
Marine Program ADP resources as necessary to meet requirements.

e. Assists with admnistration of national SELRES billets in
COWNAVSURFRESFOR Consol i dated Personnel Managenent Center.

f. Coordinates data and reports w th NAVPERSCOM and NAVRESPERSCEN t o
provide information for MMRRG officer mcrofiche and service records.

. Assists with drafting of initial or response correspondence
(Iet%ers/ messages) on all issues pertaining to assigned prograns.

h. Mnitors MR USNR officer fulfillnment of the conm ssioned service
requirenents of the officer training and service agreenment and makes
reconmendations to the Program Manager.

i. Assists with drafting of periodic newsletters to MM RRG officers
providing information on Naval Reserve opportunities and adm nistrative
procedures.

j. Mnitors MM RRG Officers’ nedical conpliance with USNR standards.

k. Performs other duties as may be assigned.
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ETS LIAI SON
N15

1. Function. Reports to the Director, Manpower and Personnel on all FTS
manpower and nanning issues.

2. Tasks

a. Provides nanagement support for all FTS authorizations and manning
i ssues for COWAVSURFRESFOR and-subordinate activities.

b. Interfaces with COWNAVRESFOR, Enlisted Personnel Managenment Center,
NAVRESPERSCEN, COVWNAVPERSCOM and COWNAVSURFRESFOR subordi nate activities on
Activity Manpower Documents (AMD), REDCOM RESCEN Staffing Standards, closure
and relocation of NRAs, and their inpact on ETS personnel. Interfaces wth
these commands for:

(1) Al directed manning issues
(2) Enlisted manning inquiries
(3) Unplanned |oss reports
c. Mintains and nonitors all subordinate activities' AMs.

d. Distributes AMD's on a quarterly, oras need basis on all Surface
Reserve Activities to their echelon IV commands and serves as a primary point
of contact for field inquiries on their proper management and usage in billet
and manning related issues.

e. Assists in the development of ER, Shore and Fleet Manpower Docunents
(SMD, FMD) as they are conpl eted by COVWNAVRESFOR or Navy Manpower Anal ysis
Center and verifies their accuracy. Serves as the primary point of contact
for subordinate activities to dispute initial findings of ER/ SMY FMD i f
problems exist. Mnitors all COMWNAVSURFRESFOR subordinate activity billet
moves and ensures they are executed as intended.

f. Researches and nekes reconmendations for resource sponsor adjustments
for RPNNMPN end strength noves at COWAVSURFRESFOR activities. Provides input
to COWMNAVRESFOR concerning end strength.

g. Conpiles data and prepares correspondence to address FTS issues to
hi gher and subordinate commands,

h. Prepares and collates manpower related closure data call requirenents.

i. Mnitors end strength allocations and provi des recomendati ons via the
chain of command to maximnize use of limted assets.

. Conducts inpact analysis and provi des recomendations to the chain of
command on manpower changes, studies, conceptual changes or evolving business
practices.

k. Prepares briefings, presentations, and stand-up orientation on
manpower and manning related issues for command and field activity sponsored
continuuns, conferences, and neetings as needed.

. Assists in evaluating and conpleting conmand inspections of echelon |V
activities and other NRAs as directed.

m Perforns other duties as may be assigned.
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SEABEE PERSONNEL
N17

. Function. Reports to the Director, Manpower and Personnel. Assenbl es
data conducts studies, effects program7 (Naval Construction Force) billet
assignnents and nonitors personnel managenent in support of Seabee personnel
policies coordinated between the NAVSURFRESFOR and Naval Facilities Engi-
neering Conmand (NAVFAC). Provides liaison with NAVFAC, Naval Construction
Bri gades/ Regi nent s/ Battalions, and Naval Reserve Readi ness Conmands and Naval
Reserve Centers.

2. Tasks

a. Acts as principle advisor to the Director, Manpower and Personnel on
Seabee personnel issues.

h.  Supervises division personnel in conpleting assigned tasks.

. ¢. Conducts research and prepares correspondence on Seabee personnel
i ssues.

d.  Represents COWMNAVSURFRESFOR in conferences and working groups rel ated
to Seabee personnel.

e. Mnitors billet assignment of all enlisted personnel in program?7.

f. Provides liaison with external commands via tel ephone, e-mail, and fax
in resolving Seabee personnel related issues.

g. Coordinates changes to program 7 billets/units.

h. Mnitors Cvil Engineering Corp (CEC) officer billet assignments,
orderwiting, and distribution.

i. Mnitors the Construction Battalion - Veteran (CB-Vet) Program
j. Performs other duties as may be assigned.

SEAREE CFFI CER PROCRAMS/ SEABEE PERSONNEL

NL17A

1. Tasks

a. Responsible for the research and processing of SELRES CEC officer
personnel :

(1) Grade waivers

(2) Designator waivers

(3) Age waivers

(4) Retention beyond age 60 waivers
(5) RFAS code waivers

(6) Requests for transfers to IRR

b. Prepares, nodifies, and distributes SELRES CEC officer orders.
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¢c. Mintains RTSS(TE) officer information for both personnel and billets.

d. Mintains files on inactive duty training orders for all SELRES
program 7 officers.

e. Determ nes SELRES CEC officer billet vacancies for the National,
Command, and Senior Oficer Screening and Detailing Board.

f.  Assists NAVFAC in devel oping SELRES CEC officer policy.

g. Maintains library of SELRES CEC officer policies for dissemnation to
subor di nat e commands.

h. Maintains and tracks promption data, twice failed to select data, and
projected rotation date data for program 7 personnel.

i. Uses databases to nmonitor execution of Seabee personnel policies
i ncl udi ng:

(1) RTSS

(2) Inactive Manpower and Personnel Managenent Information System
(I MAPM S)

(3) DFAS
(4) Navy Locator System

j. Mnitors | AP CEC officer personnel and recommends billet assignnents
to NAVFAC.

k. Mnitors unsatisfactory drill reports and makes recommendations to
subor di nate commands.

|.  Performs other duties as may be assigned.

SEABEE OFFI CER PROGRAMS/ SEABEE PERSONNEL

N17B
1. Tasks

a. Responsible for the research and processing of SELRES enlisted
personnel in program 7:

(1) Grade waivers

(2) NEC wai vers

(3) Age waivers

(4) Retention beyond age 60 waivers
(5) RFAS code waivers

(6) High Year Tenure waivers

h. Assists NAVFAC in the devel opment and distribution of SELRES enlisted
personnel policy.

¢. Processes program 7 SELRES enlisted personnel billet assignnents and
makes assignments in RTSS.
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d. Miintains a library of all SELRES enlisted policy.
e. Makes Seabee enlisted assignments to units based on priority of unit.

f. Uses databases to nonitor execution of enlisted Seabee personnel
policies including:

(1) RTSS

(2) IMAPM S

(3) DFAS

(4) Navy Locator System

, Liaisons with NAVFAC, brigades, reginments, battalions, REDCOMS/ RESCENs
to resolve enlisted problens.

h. Mnitors and nakes billet assignnents for all program7 | AP SELRES
enlisted personnel.

i. Processes enlisted assignment waivers for Cccupational Field (OF)-13
SELRES enlisted personnel.

i. Liaisons with Recruiting Command recruiters for initial assignnent of
OF- 1é SELRES enlisted personnel.

k. Perforns other duties as may be assigned.
SEABEE PERSONNEL ANALYST/ SEABEE PERSONNEL
N17C
1. Tasks

a. Monitors and processes all OF13 SELRES enlisted unsatisfactory
drillers.

h. Mnitors and ensures resolution of all program 7 enlisted personnel
illegal assignment issues.

c. Miintains database of Reserve Unit ldentification Codes (RU C) and
Activity Unit ldentification Codes (AU C) for all program 7units and
nonprogram 7units in which OF 13 personnel are assigned.

d. Maintains database of billets for all program 7 units and nonprogram 7
units in which OF-13 personnel are assigned.

e. Miintains database, tracks assignnents, and liaisons wth Naval
Construction Battalion Reserve Support Site Supervisors on Construction
Battalion - Veteran (CB-VET) assignments.

f. Uses databases to nonitor execution of enlisted Seabee personnel
policies including:

(1) RTSS
(2) IMAPM'S
(3) DFAS

(4) Navy Locator System
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g. Assists NAVFAC with the generation of manning, CB-VET, and
gai nS/ 1 osses reports.

h. Perforns other duties as may be assigned.
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DI RECTOR, OPERATIONS AND FLEET SUPPORT

N3 (NOBC 9065)

1. Mssion. Mnages and directs the operation of NAVSURFRESFOR in peacetinme
contributory support, afloat support, and exercises.

2. FEunction. Reports to the Chief of Staff. Coordinates AT and Active Duty
for Training (ADT) for SELRES peacetime contributory support for NRF ships,
shore commands, fleet exercises, and special project support for Navy and
uni fied comanders.

3. Tasks

a. Tasks appropriate staff personnel and nonitors progress to ensure
sufficient acconplishnent of assigned responsibilities.

b. Coordinates with all levels of the chain of command for all matters
concerning Orderwiting Mdule (RIMS-OM and teleticketing.

c. Oversees tracking and reporting of peacetine contributory support
provi ded by COWNAVSURFRESFOR

d. Coordinates, nonitors, advises, and assists echelon |V comanders in
the execution of their tasks and functions in relation to operations and fl eet
support policies to achieve the nost effective peacetine contributory support
empl oyment of the NAVSURFRESFOR

e. Budget execution responsibility: AT, ADT (special), ADT (Special
Operations Forces), ADT Law Enforcenent (LEOQ), Continuing Medical Education
(CME), and Category “Hotel” (CAT-H) for voluntary training units.

f. Collects data, nonitors trends, and is responsible for AT/ ADT
processes W thin COWAVSURFRESFOR  Prinary point of contact for echelon IV
activities for order processing and teleticketing,

. Oversees the allocation and tracking of COWAVSURFRESFOR AT, ADT
(Special), LEO ADT (Special QOperations Forces), and CME manday allocation.

h. Liaises with COWAVRESFOR (N33) concerning orderwiting, travel, and
tel eticketing.

i. Ensures appropriate liaison is maintained bet ween COWNAVSURFRESFOR and
fleet Commander in Chiefs (CINCs) to ensure augnentation and support of active
forces by COWAVSURFRESFOR SELRES personnel .

. Assists in command inspections of echelon IV conmanders and ot her NRAs
as directed.

k. Menber Executive Steering Comittee.

. Perfornms other duties as may be assigned.
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FLEET SUPPORT CFFI CER

N31 (NOBC 9059)

1.  Function. Reports to Director, QOperations and Fleet Support. Represents
COVNAVSURFRESFOR i n coordinating NRF ship schedul es, AT, ADT, fleet exercises
and special project support with Fleet CINCs, Atlantic and Pacific Fleet, US.
Naval Forces Europe, Naval Force Commanders, activities, and commands havi ng
appropriate training available for Naval SELRES.

2. Tasks

a. Supervises and directs fleet support and nmonitors progress to ensure
efficient acconplishnent of assigned responsibilities.

b. Recei ves, screens, and coordi nates unit/individual AT/ ADT order
requests from NAVRESREDCOVE/ NAVRESCENs.  Conducts direct liaison with active
comands as appropriate.

c. Mnitors fleet operating schedules and initiates action as required to
cancel or nodify orders as a result of schedule changes.

d. Represents COWAVSURFRESFOR at schedul ing conferences on matters
related to the operation/exercise scheduling of NRF ships and ot her
NAVSURFRESFOR units as required. Ensures the requirements for training
periods are coordinated with the scheduling requirenents involving material
readi ness, logistics support, and fleet training exercises. Reviews and
approves the consolidated operating schedule before submitting to appropriate
Cl NGCs.

e. Acts as quota control for fleet exercises, NRF ship deployments and
other special evolutions authorized for augnmentation by COWAVSURFRESFOR

f. Monitors the COWAVSURFRESFOR ADT nmanday al |l ocation in support of
surface units and fleet exercises.

g. . Researches and collects historical data in preparing for annual ADT
allocation to fleet CINCs and other mmjor commands both afloat and ashore.

h. Oversees generation of SELRES advertisement nessages for peacetinme
support, fleet exercises, and training requirenents for surface units.

i. Provides direct liaison to COMWNAVRESFOR (N16) for field commanders

experiencing |ogistical problens with AT or ADT travel orders and airline
tickets.

j. Issues the COVNAVSURFRESFOR (perations and Fleet Support Report.

k. Assists in command inspection of echelon IV commands and ot her NRAS as
directed.

|. Devel ops procedures and reconmends policy changes to inprove
responsiveness to fleet support requirements.

m  Performs other duties as nmay be assigned.
EXERCI SE_COORDI NATOR
N31E
1. Eunction. Reports to the Fleet Support Oficer. Coordinates and |iaisons

bet ween all levels of the chain of command on all matters involving fleet
exer ci ses. V-2
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2. Tasks

a.  Acts as quota control for fleet exercises and other special evolutions
authorized for augnentation by COWAVSURFRESFOR  Liaisons directly with fleet
CINCs to obtain/confirm exercise requirements.

b. Receives, screens, and approves AT/ ADT order requests from
NAVRESREDCOMs/ NAVRESCENS. Conducts direct liaison with active conmands as
appropri ate.

c¢* Drafts billet advertisement nessages. Coordinates w th NAVRESREDCOVs/
NAVRESCEN to fill billets with qualified SELRES. Ensures orders, airline
tickets, visas, and passports as required are processed correctly.

d. Mnitors the COWAVSURFRESFOR ADT nanday al l ocation in support of
fl eet exexcises.

e. Perforns other duties as may be assigned.
AFLOAT SUPPORT COORDI NATOR
N31F

1.  Eunction. Reports to Fleet Support Oficer. Coordinates peacetine
contributory support requirements for Naval Reserve Force ships, Merchant
Marine, and National Billet program Inshore Undersea Warfare (1UW/Mbbile

I nshore Undersea Warfare (M UW SELRES units, and Engineering Duty O ficer at
Sea program

2. Tasks

a. Receives, screens, and coordi nates AT/ ADT applications, confirns
assignments, and approves applications for further processing. Ensures that
applications are submtted according to current COWAVRESFOR and
COWNAVSURFRESFOR pol i cy.

h. Mnitors the COWAVSURFRESFOR ADT manday al | owance for the support of
NRF units involved in Law Enforcenent QOperations. Assigns tracking control
nunbers to all applications approved through this account.

¢c. Supervises staff personnel in the execution of assigned duties.

d. Generates SELRES advertisenment nessages for peacetime support
requirenents for NRF units. Manages AT/ ADT budgeted mandays in support of NRF
shi ps.

e. Serves as the single point of contact for deployed units to ensure
that Sel ected Reservists scheduled to support units arrive on time and in the
correct embark port.

f.  Provides direction, advice and support to REDCOVs/ RESCENs to ensure
the snooth flow of AT/ADT applications in support of afloat operations.

g. Perfornms other duties as may be assigned
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FORCE SCHEDULER/ SHORE SUPPORT OFFI CER
N32/ 35 (NOBC 9059/ 9710)

1. Function. Reports to the Director, Operations and Fleet Support.
Represents COVNAVSURFRESFOR i n coordination of AT and ADT for training and
peacetine support to shore-based conmands, bureaus, bases, and stations.
Responsi bl e for conpiling COMWNAVSURFRESFOR peacetime support (PTS) statistics
and PTS reporting to the chain of command. Monitors NAVSURFRESFOR AT and ADT
expendi tures, Oversees operation of the Defense Travel System RI M5/ OM and
Satellite teleticketing printers at all field activities,

2. Tasks

a. Supervises and directs Shore Support and AT/ ADT Tracking Divisions.
Monitors progress to ensure efficient acconplishment of assigned
responsi bilities.

h. Provides |iaison between COWAVSURFRESFCR field activities and the
staffs of various fleet CINCs, naval force comrands, joint commands and shore
activities to coordinate AT/ADT support. Oversees the preparation of training
opportunity nessages and mai ntenance of the Surface Reserve Force AT
Qpportunities page of the COWNAVSURFRESFOR site on the worldw de web.

¢. Receives, screens, and coordi nates AT/ ADT order applications from
echelon IV and V activities. Conducts direct liaison with active commands as
appropri ate.

d. Mnitors execution of the Force's AT and ADT allocations. Regularly
advises the chain of command on AT acconplishnent status. NMonitors execution
of ADT subal |l ocation accounts and provides regul ar statements of bal ances to
account hol ders.

e. Assists COWAVRESFOR (N3) Operations Departnent in devel opment of
proposal s for suballocation of Naval Reserve Force ADT funding to fleet ClINCs
and ot her nmj or commands.

f.  Provides direct |iaison between COWAVRESFOR (N33) Orderwriting and
Travel and field commands to resolve logistical problens with AT/ ADT travel.

. Prepares/reviews technical guidance and correspondence provided to the
fielg concerning the operation and enploynent of the Defense Travel System
RIMS/OM and teleticketing sites. Represents COWNAVSURFRESFOR on the RI MS and
RESFMS Configuration Control Boards.

h. Represents COWAVSURFRESFCR at seninars, conferences, and briefings
involving current and changing policy issues on orderwiting and travel.

i. Provides input, changes, and updates to the COVNAVSURFRESFOR Surface
Master Training Plan.

. Devel ops procedures and recommends policy changes to inprove
responsi veness to supported commands, efficiency of operations, and m ssion
ef fectiveness.

k. Performs other duties as nay be assigned.
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SHORE SUPPORT SUPERVI SOR

N32A

1. FEunction. Reports to the Force Schedul er/ Shore Support Oficer.

Coor di nat es processing of AT/ ADT applications for training and peacetinme
support at all shore based commands, bureaus, offices and stations. Super-
vises training and peacetine support opportunity nessage preparati on and
nmai nt enance of the COWMNAVSURFRESFOR AT Opportunities webpage and associ ated
spreadsheet s.

2. Tasks

a. Receives AT/ ADT applications from echelon IV and V activities.
Ensures applications are screened for conpliance with Force fiscal policy and
efficiently processed. Performs direct |1aison with NRAs and active duty
conmand points of contact as required.

b. Liaises with COWAVRESFOR Orderwiting and Travel (N33) to resolve
| ogistical problems related to Reserve travel.

¢c. Supervises training and peacetine support opportunity nessage
preparation and mai ntenance of the COVNAVSURFRESFOR AT Opportunities webpage
and related spreadsheets.

d. Perforns other duties as may be assigned.
AT/ ADT _TRACKI NG COORDI NATOR

N35A

1. FEunction. Reports to the Force Schedul er/Shore Support Oficer.

Devel ops, nmintains, and nonitors databases necessary to track AT and ADT
execution. Provides input to the COVNAVSURFRESFOR (NO1B) Budget Director and
COWAVRESFOR (NOOF) Conptroller on the status of RPN execution. Monitors
execution of ADT suballocation accounts.

2. Tasks

a. Maintains AT and ADT tracki ng databases to nmonitor Surface Reserve
Force RPN execution.

h. Prepares regular accounting reports for the COWMNAVRESFOR Conptroller,
COWNAVSURFRESFOR Budget Director, and commands hol di ng ADT subal | ocation
accounts.

c. Serves as COWAVSURFRESFOR point of contact on natters related to RPN
execution, accounting, and reporting.

d. Performs other duties as may be assigned.
SEABEE SUPPORT OFFI CER
N37
1. Function. Reports to the Director, Operations and Fleet Support.
Coordinates AT and ADT for training and peacetine support provided by the
Naval Construction Force to Navy, Marine Corps, and Unified Commanders.
Monitors and coordinates travel orders obligated against program 7 manday

al locations. Oversees inplenmentation and support for COVNAVRESFOR i nformation
systenms (RSTARS and RIMS/OM) used by program 7 units.
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Tasks

a. supervises program 7 orderwiting cell. NMbonitors progress to ensure
efficient acconplishnent of assigned responsibilities.

b. Provides liaison between COWAVSURFRESFCR field activities and the
Naval Construction Force.

Cc. Screens AT/ ADT order applications from Naval Construction Force units.
Provides confirned assignments to all concerned. Liaises with active
conmands, Naval Construction Brigades, and NAVFAC as appropriate.

d. Mnitors execution of program 7 nandays, Advises the chain of conmand
of AT conpletion status and provides status reports to NAVFAC. Executes the
subal | ocation of mandays prescribed by an annual budget board convened by
NAVFAC. Monitors nmjor suballocation accounts and provides status reports to
account hol ders.

e. Provides |iaison between COWAVRESFOR (N33) and field commands for
resolution of |ogistical problenms associated with AT/ ADT travel.

f. Represents COWAVSURFRESFOR at sem nars, conferences, and briefings
i nvol ving current and changing policy issues on orderwiting and
teleticketing, which inpact the Naval Construction Force.

. Devel ops procedures and recomrends policy changes to inprove
responsi veness to supported Naval Construction Force conmands.

h.  Provi des nanagenent oversight of the NAVFAC/ NRCEP orderwiting site
| ocated at Naval Reserve Center, Qulfport, M.

i. Performs other duties as may be assigned.
SEABEE SUPPORT_COORN NATOR/ SUPERVI SOR
N371
1. Tasks
a. Screens and coordi nates AT/ ADT applications from Seabee Readi ness
Support Sites. Perforns direct |iaison with NRAs and Naval Construction Force

units as required.

b. Processes AT/ ADT order applications and nonitors progress to ensure
efficient handling of all requests.

c. Performs direct liaison with COMWNAVRESFOR (N33) to resol ve | ogistical
problens relating to Reserve travel.

~d.  Makes reconmendations for procedural inprovements and policy changes
to inprove responsiveness to supported Naval Construction Force conmands.

e. Perforns other duties as may be assigned.
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N39 (NOBC 0002/0031)

1. Function. Reports to Director, Operations and Fleet Support
Coordinates all medical/dental support requirements for operations, exercises
and peacetime support provided by NAVSURFRESFOR personnel

2. Tasks

a. Provides direct liaison with senior and subordinate echel on commands
on nedical support requirements. Assists in coordinating Surface Reserve
medi cal involvement in operations, exercises, and peacetinme support.

h. Provides direct liaison anbngst various Naval Medical Centers, Nava
Hospital s, Naval Medical/Dental Clinics, and Marine Corps exercises requiring
Surface Reserve augnentation.

¢c. Receives, screens, and coordinates unit/individual AT and ADT
appl i cations.

d. Coordinates with Marine Forces Reserve for nedical/dental exercise
support requirenents. Coordinates SELRES advertisement nessages. Coordinates
wi th NAVRESREDCOMs/ NAVRESCENs to fill billets with individual SELRES. Ensures
orders, airline tickets, visas, and passports as required are processed
correctly.

e. Tracks and rmonitors Bureau of Medicine and Surgery (BUMED) validated
peaceti ne support requirenents to ensure that billets are filled with
qualified personnel.

f.  Advises and consults with appropriate directorates on nedical support
requirements for prograns 9, 32, and 46

g. Executes COWNAVRESFOR gui dance concerning expenditure of CME funds

h. Performs other duties as may be assigned
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SECTI ON VI
DI RECTOR PROGRAMS, PLAN. AND REQUI REMENTS
N5 ( NOBC 9087)

1. Mssion. Responsible for oversight and policy devel opnent of the Reserve
progranms assigned to COWAVSURFRESFOR

2. Function. Reports to the Chief of Staff. Mnages, directs, and
reconmends progranmatic actions including formul ating objectives, goals, and
policy changes for assigned NAVSURFRESFOR prograns.
3. Tasks

a. Evaluates Surface Reserve roles and mssion to determne viability and
plan for execution of manning, training, and enployment. Coordinates wth
Force pl anners advi si ng COVWNAVSURFRESFOR on i npact of proposed program changes
based upon resource, CINC, and program sponsor plans.

h. Participates in gaining command Reserve conponent planning as
appropri ate.

- C.  Develops proposals for Force restructuring based on changing m ssion,
vision, and guiding principles.

d. Prepares recomendations for COWNAVSURFRESFOR actions for programmtic
personnel and training itemns.

e. Assists in conmmand inspections for echelon IV conmanders, and ot her
NRAs as directed.

f. Directs the actions of all departnental personnel assigned in the
acconpl i shment of tasks.

g. Prepares briefing naterial for the Conmander and Chief of Staff/Deputy
Commander .

h. Devel ops POM issues.
i.  Menber Executive Steering Committee.

j. Perforns other duties as may be assigned.
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PERSONNEL SYSTEMS/ VTU ( GENERAL) / MACG

NSA

1. FEunction. Reports to Director Prograns, Plans and Requirements. Advises
and assists the Director in the research and devel opment of command policy
related issues. Responsible for all aspects of program nanagenent for

prograns 34 and 40. Serves as the Administrative Assistant and receptioni st
for Nb.

2. Tasks

a. Provides all program nanager functions and support for assigned
programs. Maintains liaison with CINCs, TYCOVs, CH NFO, REDCOVs, and ot her
RLGCs as appropriate.

h. Devel ops POM and budget requirenents for units assigned.

¢c. Prepares the annual program guidance nessage to assigned field
activities.

d. Mnitors readiness of assigned units and takes action to address
training and personnel deficiencies.

e. Participates in Navy Training Plan conferences as required.

f.  Coordinates establishnent and placenment of units for prograns
assi gned,

. Coordinates distribution of additional drill periods for assigned
units.

~h. Represents COMNAVSURFRESFCR at program rel ated conferences and
sem nars.

i. Perform other duties as may be assigned.

ADM NI STRATI VE ASS| STANT
N5A0

1. FEunction. Also serves as the Adninistrative Assistant and receptionist
for all of personnel assigned to the N5 department. Provides clerical and
adm ni strative assistance to assist with facilitating the orderly execution of
managenment responsibilities and the snooth functioning of N5.

2. Tasks

a. Proofreads and edits all correspondence originating fromthe N5
depart ment.

b. Establishes and maintains official correspondence files.

c. Ensures necessary background data information is included with
coorespondence routed to the Director, Programs, Plans, and Requirenents (N5).

d.  Makes arrangenments for meetings and conferences including setting up
meeting spaces, attendance, and required naterials.

e. Mintains the travel budget for the N5 department.

f. Perforns other duties as may be assigned.
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STAFF LI Al SOV PLANS COORDI NATOR

N5B (NOBC 9059)
1. Eunction. Reports to the Director, Programs, Plans and Requirenents.
Advi ses Director on status of Surface Reserve forces in OPLANS including

nobi | i zation ready to |oad dates. Represents the Commander at Planners and
Time Phase Deployment Data (TPFDD) requirenents conferences

2. Tasks

a. Serves as technical expert and assists Unified and Fleet deliberate
planners in identifying Reserve units for Cperation Plans and Contingency
Pl ans.

h. Mnitors Reserve unit assignment into Tinme-Phased Force Devel opnment
Dat a.

¢c.  Coordinates COWAVSURFRESFOR response to Reserve Forces’ policy
boar ds.

d. Devel ops POM issues for COWNAVSURFRESFOR
e. Menmber executive steering conmittee

f.  Performs other duties as assigned
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COAST GUARD LI Al SON OFFI CER

N5C (USCG OBC 73185A)
1. FEunction. Liaison Oficer between Commandant, USCG Headquarters (G OPD),

and COWNAVSURFRESFOR. Works within the Naval Expeditionary Warfare
Directorate and assists with all USCG related issues.

2. Tasks

a. Serves as the USCG subject matter expert on USCG operational,
doctrinal, and mission matters on the COWNAVSURFRESFOR staff.

h. Incorporates USCG input into the COVNAVSURFRESFOR Naval Expeditionary
Warfare (NEW doctrine/ mssion devel opnent process to pronote interoperability
and a unity of effort.

c. Coordinates with the Conmandant (G OPD) staff on USCG input to
COMNAVSURFRESFOR pl ans.

d. Represents COWAVSURFRESFOR and/or participates in various working
groups, neetings, briefings, and conferences relating to USCG participation in
NEW

e. Participates in boards, committees, neetings, and working groups when
NEW nmatters concerning the USCG or uni que USCG capabilities are being
consi der ed.

f. Performs other duties as may be assigned.
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DIRECTOR OF FACILITIES

N5D

1. Functions. Reports to the Director, Prograns, Plans, and Requirenents.
Serve as the field representatives of COMWAVSURFRESFOR for facilities
managenment.  Conducts a Facilities Mnagenment Program  Each Director of
Facilities (DIRFAC) is responsible for nultiple regions

2. Tasks

a. Assists the echelon IV and V Commanders with land and facilities
pl anni ng

b. ldentifies facility related resource requirenments to maintain and
i nprove the naterial condition, safety, and appearance of assigned | and and
facilities.

c. Assists the echelon IV and V commanders in proper and econonmic use of
class | and Il plant property.

d. Assists the echelon IV and V commanders to prepare and execute an
annual budget for real property maintenance and repair, mnor construction
requirenents within financial authority, utilities operation, and other
engi neering support.

e. Prepares an Annual Inspection Summary for supported commands

f. Submits Special Project Summary List with DD Form 1391 for each
proj ect.

. Ensures supported activities maintain facilities records per
M L- HDBK- 1151

h. Updates and maintains Facilities Planning Data for supported
activities.

i. Revises and subnmits the Mlitary Construction Requirenents List upon
request.

i, Submits project docunentation for all construction/alteration projects
of Mlitary Construction scope.

k. Reviews facility related Interservice Support Agreenents, host/tenant
agreenents, pernmits, nmenoranduns of understanding, easenents (in-grants, out-
grants), leases (in-grants, out-grants), and all other real estate agreenents
for assigned activities.

. |. Functions as an engineering and environnental consultant and advisor
in the overall nanagement of assigned facilities

m Assists with project devel opnment for the Energy Conservation Program

n. Advises activity commanders on proper disposal of all hazardous waste
and the minimzation of Hazardous Materials (HAZMAT) and waste

0. Ensures potential for environnental inpact is assessed on al
construction and for any planned actions which coul d adversely inpact the
envi ronment .

. Assists the safety officer or echelon V command with project
devePopnent for NAVOSH
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. Coordinates with assigned engineering field conmand division/activity
as needed for historical preservation conpliance.

r. Coordinates with assigned engineering field command division/activity
on excessing real property.

s. Submts EPR docunmentation for environmental projects and expenses.

t. Provides overall planning and technical support to echelon V comrands
in managi ng environnmental prograns.

u.  Perfornms other duties as may be assigned.
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FORCE FACI LI TIES CFFICER
N5DL (NOBC 4205)

1. Function. Reports to the Director, Facilities Mnagenent. Manages the
operation and maintenance of all Surface Reserve Force Facilities

Coordi nates and plans for new construction, major repairs and specia
facilities projects.

2. Tasks

a. Provides technical engineering support, consultation, and planning for
the construction, maintenance and repair of NAVSURFRESFOR facilities to the
Force Commander and DI RFACs.

h. Advises on engineering matters pertaining to the operation and
mai nt enance of assigned facilities

¢c. Assists with the analysis and evaluation of the facilities to ensure
maxi num effective use of facilities and optinum and equitable allocation of
resources.

d.  Reviews military construction and nai ntenance and repair projects and
submts property lists for these projects

e. Serves as the liaison for all closure issues. Economically plans for
the disposal of all facilities which are no |onger required to support the
m ssion of NAVSURFRESFOR.

f. Interprets, dissem nates, and monitors conpliance with the
instructions, policies, regulations, and procedures concerning nmanagenent of
real property for the force.

. Assists with and provides input for the preparing of facilities
relatfed instructions and notices

h. Prepares, reviews, and revises docunents for shore facilities planning
program

“i. Conducts on site inspections and engineering eval uations of
facilities, evaluates existing facilities, and plans for new construction.

. Deternines the best possible use of all existing facilities and
economically plans for additional facilities required to support the mssion.

k. Perfornms other duties as nmay be assigned
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SSISTANT FORCE FACI LI TIES OFFI CER/ ENG NEERI NG SUPERVI SOR
N5D2 (NOBC 4205)

1. Function. Acts as the Assistant Force Facilities Oficer, reporting to
the Force Facilities Officer. Assists in the nmanagenent of the operation and
mai nt enance of all NAVSURFRESFOR Faciliti es.

2. Tasks

a. Acts as Force Facilities Oficer and represents the Comrand during the
Force Facilities Oficer’'s absence.

h. Provides technical engineering support, consultation, and planning for
the construction, maintenance, and repair of NAVSURFRESFOR facilities Force
Facilities Oficer and DI RFACs.

¢c. Assists and performs all other functions listed for the Force
Facilities Oficer.

d.  Perforns other duties as may be assigned.
FACI LI TI ES ENG NEERI NG ASS| STANT
N5D3

1. Function. Reports to the Force Facilities Oficer. Assists the Force
Facilities O ficer by providing technical support, consultation, and planning
for the construction, maintenance. and repair of COWAVSURFRESFOR facilities.
2. Tasks

a. Performs space analysis on Force facilities as required to determ ne
proper usage of resources.

h. Conpiles and maintains facilities databases to ensure that records are
accurate.

¢c. Reviews engineering drawi ngs, cost estimates, and scoping documents
for conpliance with facility needs.

d. Makes recommendations for policy decisions regarding usage of
Engi neering Aides assigned to Dl RFACs.

e. Perforns other duties as may be assigned.
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COVBAT PROGRAMS OFFI CER
N51 (NOBC 9087)
1. FEunction. Reports to Director, Prograns, Plans, and Requirenents.
Advi ses and assists the Director in the research and devel opnent of conmmand
policy related issues. Responsible for all aspects of program managenment for
prograns 2, 3, 4, 8, 10, and 42.
2. Tasks

a. Provides all program manager functions and support for assigned
programs. Maintains liaison with CINCs, Type Commanders (TYCOMs), REDCOM,
and other RLGs as appropriate.

h. Develops the POM and budget requirenents for hardware units assigned.

¢c. Prepares the annual program gui dance nessage to assigned field
activities.

d. Mnitors readiness of assigned units and takes action to address
training and personnel deficiencies.

e. Participates in Navy Training Plan conferences as required.

f.  Coordinates establishnment and placement of units for programs
assi gned.

Coordi nates distribution of additional drill periods for assigned
units.

~h. Represents COWNAVSURFRESFOR at program rel ated conferences and
sem nars.

i. Menber Executive Steering Commttee,

j. Perforns other duties as may be assigned.
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ASS|I STANT COVBAT SUPPORT PROGRAM NMANAGER

NS1A

1. Function. Reports to the Conbat Support Program Manager. Coordinates and
supervi ses the maintenance, repair, and nodernization of all conbat support
forces throughout COVWNAVSURFRESFOR.  Devel ops equi prent al | owances, malnte-
nance, repair, and nodernization policy and casualty reporting guidance.
Manages O&MNR and NG&RE fundi ng.

2. Tasks

a. Mnitors force material readiness by coordinating the planning and
execution of equipnments/systems repair, maintenance, and nodernization.

h. Develops and adnministers force maintenance policies.

¢c. Miintains |iaison with programand resource sponsors, systens
commands.  Navy technical activities and conmercial contractors relating to
t he devel opment, acquisition, and life cycle support of operating forces’
equi prent / syst ens.

d. Coordinates advanced planning and funding for the maintenance, repair,
and noderni zation of operating forces’ equipnent/systemns.

e. Manages O&MNR (AG SAG 1C/6C) and NG&RE funding.

f. Develops forces’ operations and mai ntenance, repair, and nodernization
budget s.

g. Performs other duties as may be assigned.

ASSAULT CRAFT UNITS (ACU)/ MBI LE DI VI NG AND SALVAGE UNI TS (IMDSU) PROGRAM
ASS| STANT

N51B
1. Eunction. Reports to the Combat Support Program Manager. Coordinates and
supervi ses the maintenance, repair, and nodernization of ACU and MDSU assets
and equi prent  t hroughout COWMNAVSURFRESFOR.
2. Tasks

a. Maintains ACU and MDSU forces material readiness by coordinating the
pl anni ng and execution of equi pmrent/systenms repair, naintenance, and
moder ni zat i on.

b. Mnitors and analyzes ACU and MDSU forces material readiness.

¢c. Reconmmends nethods to enhance ACU and MDSU forces material readiness.

d. Provides expertise for material inspections, assist visits, and in
response to technical assistance requests.

e. Performs inspections of small boats operated by NAVSUPPACT New Ol eans
on a sem annual basis.

f. Oversees the updating and naintenance of SABAR inputs from the Force.

. Liaises with Explosive Ordnance Disposal Goup (EODGRU) ONE and TWO on
the Scheduling of DORA assist visits and inspections.
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h. Liaises with ACU ONE and TWD on the scheduling of diesel inspection,
assist visits, and naintenance inspections.

i. Prepares ACU MDSU rel ated POM issues, budget allocations, and resource
request.

j. Performs other duties as may be assigned.

COVIVAND CONTROL COVMUNI CATI ON COVPUTERS | NTELLI GENCE SURVEI LL ANCE
RECONNAI SSANCE  (CA1SR) PROGRAM ASSI STANT

N51C

1. FEunction. Reports to the Conbat Support Program Manager. NMonitors the
mai nt enance, repair, and nodernization of Naval Coastal Warfare forces

equi prent  t hroughout COWNAVSURFRESFOR

2. Tasks

a. ldentifies CA4ISR equipnent and systens requirements, assesses related
facilities requirements, and interacts wth technical nodel/program managers.

b. Miintains force material readiness by coordinating the planning and
execution of equipnent/systens repair, muintenance, and nodernization.

c. Liaises with all COWAVSURFRESFOR units that are associated with the
CAl SR program

d. Represents the command at appropriate DoD, Departnent of the Navy
(DON), and industry technology semi nars and conferences pertaining to C4lISR

e. Develops standards and agreenents for systems management with ot her
nonrel ated Naval activities and/or units.

f. Prepares C4I SR rel ated POM N&XRE issues, budget allocations, and
resource requests.

g. Perfornms other duties as may be assigned.

VI-11



COWNAVSURPRESFCRI NST  5400. 1C

14 APR 1999

ASHORE LOGE STI CS PROGRAMS

N52 (NOBC 1918)
1. Eunction. Reports to Director, Programs, Plans, and Requirements.
Advi ses and assists the Director in the research and devel opment of conmmand

policy related issues. Responsible for all aspects of program nanagenment for
prograns 6 and 30.

2. Tasks

a. Provides all program nanager functions and support for NAVSURFRESFOR
prograns 6 and 30. National Program Manager for the Naval Expeditionary
Logi stics Support Force. Liaises with Resources Sponsors, CINCs, TYCOW,
Expeditionary Logistics Support Force staff, Naval Reserve Cargo Handling
Training Battalion, REDCOMs, and other Reserve Liaision Oficers (RLOs) as
appropri ate.

h. Develops the POM and budget requirements for program 6 units.

¢. Prepares the annual program gui dance nessage to assigned field
activities.

d. Monitors readiness of assigned units and takes action to address
training and personnel deficiencies.

e. Participates in Navy Training Plan conferences as required.

f. Coordinates the establishment and placenent of units for prograns
assi gned.

~ Coordinates distribution of additional drill periods for assigned
units.

~h. Represents COWNAVSURFRESFCOR at programrel ated conferences and
sem nars.

i. Menber Executive Steering Conmittee.

j. Perforns other duties as may be assigned.
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NAVAL CONSTRUCTI ON FORCE/ CONSTRUCTI OV BASES AND STTI ONS PROGRAMS
N53  (NOBC 4315)

1. Eunction. Reports to Director, Programs, Plans, and Requirenents.

Advi ses and assists the Director in the research and devel opnent of conmmand
policy related issues. Responsible for all aspects of program managenent for
prograns 7 and 23.

2. Tasks

a. Provides all program nanager functions and support for assigned
programs. Serves as the National Program Manager for the Reserve Naval
Construction Force. Maintains liaison with Resources Sponsors, CINCs, TYCOMs,
Naval Facilities Engineering Command, Naval Construction Brigades, REDCOMWs,
and other RLGs as appropriate.

b. Develops the POM and budget requirenments for units assigned.

¢c. Prepares the annual program gui dance nessage to assigned field
activities.

~d.  Mnitors readiness of assigned units and takes action to address
training and personnel deficiencies.

e. Participates in Navy Training Plan conferences as required.

f. Coordinates establishment and placenent of units for prograns
assi gned.

~ Coordinates distribution of additional drill periods for assigned
units.

~h. Represents COWAVSURFRESFOR at program rel ated conferences and
sem nars.

i. Menber Executive Steering Conmmittee.

j. Perforns other duties as may be assigned.
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MAI NTENANCE/ EQUI PMENT _ ALLOMNCE

N53A

1. Eunction. Reports to the Construction and Repair Program Manager.
Manages Civil Engineering Support Equipnment (CESE), G vil Engineering End
Items (CEEl), Materiel Handling Equiprment (MHE), and other conbat support
forces equipnent Tables of Allowance (TQOA). Advises Commander on CESE
procurenent, administrative, operations, and nmaintenance issues.

2. Tasks

a. Plans and prograns for the allocation, naintenance, repair, and
moder ni zation of force CESE, CEEl, and MiE

b. Mintains force CESE readiness and Force equi pnent |ogistic readiness
by coordinating the planning and execution of conbat support forces CESE
equi prent admi ni stration, nodernization, and maintenance.

c. Mnitors and anal yzes force CESE and equi pnent | ogistics/operational
materi el readiness.

d. Recommends nethods to enhance force CESE and equi prent | ogistics/
operational materiel readiness.

e. Manages conbat support forces equipnment TOAs.

f. Provides CESE and equipment |ogistics expertise for materiel
i nspections, assist visits, and in response to technical/admnistrative
assi stance requests.

g. Perforns other duties as may be assigned.
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COVBAT SUPPORT PROGRAM

N54 ( NOBC 9087)
1. FEunction. Reports to Director, Prograns, Plans, and Requirenents.
Advi ses and assists the Director in the research and devel opnent of conmmand
policy related issues. Responsible for all aspects of program managenent for
prograns 1, 12, 13, 14, 15, 21, 22, 26, 29, 33, 34, 35, 38, and 39.
2. Tasks

a. Provides all program manager functions and support for assigned
prograns. Maintains liaison with CINCs, TYCOMs, CH NPO, REDCOVs, and ot her
RLGCs as appropriate.

h. Develops the POM and budget requirements for units assigned.

C. Prepares the annual program guidance nessage to assigned field
activities.

d. Mnitors readiness of assigned units and takes action to address
training and personnel deficiencies.

e. Participates in Navy Training Plan conferences as required.

f.  Coordinates establishnent and placenment of units for prograns
assi gned.

g. Assists in planning the distribution of additional drill periods.

~h. Represents COWNAVSURFRESFOR at programrel ated conferences and
sem nars.

i. Menber Executive Steering Committee.

j. Performs other duties as may be assigned.
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STAFF JAG LEGAL PROGRANS
N55/ NOOJ (ADDU to COWMNAVSURFRESFOR)

. Eunction. As Staff Judge advocate, reports directly to the Comnmander for
all legal issues involving command. asthe program nmanager, reports to the
Director, Prograns, Plans, and Requirenents. Advises and assists the Director
in the research and devel opment of conmand policy related issues. Responsible
for all aspects of program nanagement for prograns 36 and 39.

2. Tasks

. a. |Is the principle advisor to the Commander on all legal matters and

i ssues. Processes and responds to all legal correspondence. Serves as |egal
advisor for staff personnel. Provides |egal counsel and assistance as

requested by other commands as tine is available.

b. Provides all program managenent functions and support for
NAVSURFRESFCR progranms 36 and 39. Maintains liaison with CINCs, TYCOMW,
REDCOVsE, QJAG COWNAVLEGSVCCOM and other RLOs as required.

¢c. Assists with the devel opment of POM and budget requirenents for units
assi gned.

d. Monitors readiness of assigned units and takes action to address
training and personnel shortfalls.

e. Drafts prograns 36 and 39 portions of annual program nmanager gui dance
message to field activities.

f. Participates in Navy Training Plan conferences involving prograns 36
and 39, and other programs which have Judge Advocates or Legal men assigned.

? Perforns studies and nmakes reconmendations reqardi ng the establishment
and location or relocation of units for prograns assigned.

h. Assists in planning and distribution of additional drill periods and
addi tional duty training mandays to support QJAG COWNAVLEGSVCCOM and ot her
units having assigned Judge Advocates or Legal men.

i Represents COWAVSURFRESFOR at programrel ated conferences and
sem nars.

j. Menmber Executive Steering Committee.

k. Perfornms other duties as may be assigned.
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CHAPLAI N RELI G QUS PROGRAMS
N56 (ADDU to COVNAVSURFRESFOR)
1. Tasks

a. National Program Manager for Naval Reserve Religious Prograns.
Mai ntains liaison and coordinates with the Chief of Chaplains, Chief of Naval
Operations (OPNAV) Program Sponsors, Technical Managers, and gai ni ng commands
on religious matters.

b. Serves as the principle advisor to the Commander on all religious
matters.

c. Serves as a religious advisor/counselor for staff personnel.

d. Perforns other duties as may be assigned.
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MATERI AL _MAI NTENANCE NMANAGEMENT (13- M) / GENERAL PURPOSE ELECTRONI C TEST
EQUI PMENT (GPETE) DI RECTOR

N57

1. Function. Exercises primary responsibility for the operation and support
of the Ships’ 3M System and GPETE program wit hin Naval Reserve Force

( NAVRESFOR) , i ncl udi ng NAVSURFRESFOR shore activities, Naval Air Reserve Force
(NAVAI RESFOR) activities and Naval Support Activity, New Ol eans.

2. Tasks
a. Manages the Reserve Internediate Mintenance Activity (RIMA) program
b. Manages the 3-M and GPETE prograns.
¢c. Represents COMNAVRESFOR at all 3-M and GPETE conferences and neetings.

d. Provides for 3-M Systemtraining for personnel associated with
mai nt enance or maintenance nanagenment within the claimancy.

e. Performs 3-M and GPETE inspections of NAVRESREDCOVs, NCWGRU,
NAVSURFRESFOR assault craft, NAVAI RESFOR, NAS, and Facilities and the
NAVSUPPACT New Orl eans.

f. Maintains liaison with program sponsors and other Navy activities to
establish the maintenance requirenents for GPETE, training systens and other
NAVRESFOR equi pnent .

g. Serves as 3-M Type Commander representative for COWAVSURFRESFOR and
Commander, Naval Air Reserve Force (COWAVAI RESFOR).

h. Maintains a Menorandum of Understanding (MOU) with Naval Air Reserve
Force concerning 3-Mand Naval Air Traffic Control, Air Navigation Aids and
Landi ng Systens (NAALS) equiprent support.

i. Represents COVWNAVAI RESFOR at all NAALS conferences and working group
meet i ngs.

. Prepares 3-M and GPETE rel ated POMissues, budget allocations and
resource requests.

k. Perfornms other duties as may be assigned.

3- M COORDI NATOR/ GPETE COORDI NATOR
NS7A

1. 3M Tasks

a. Supervises the day to day operations of the TYCOM 3M System office,
including installation, inplementation, docunment handling, inspection, and
training of assigned forces.

h. Serves as the force technical expert on all 3M issues.

c. Conducts reviews of the quantity and quality of 3Mdata subnmitted
(Techni cal Feedback Reports, MDS documents, etc). Ensures accurate processing
and pronpt subnission of 3M data.

d. Conducts reviews of Casualty Reports (CASREPS), Safety Advisory and
M shap Reports, and Material Inspection reports.
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e. Establishes and maintains a master Planned Mi ntenance System (PMS)
l'ibrary applicable to the force.

f. Provides technical reviews of PMS Feedback Reports, validates
mai nt enance procedures, and updates PM5 docunentation for assigned equipnent.

g. Conducts 3-M inspections and assist visits.
h.  Provides guidance for echelons 4 and 5 3-M coordinators.

i. Prepares 3-Mrelated correspondence and responds to 3-Mrel ated
t aski ngs.

j. Performs other duties as may be assigned.
2. GPETE Tasks

a. Serves as the force technical expert on all GPETE matters.

b. Conducts GPETE inspections and assist visits.

c. Mintains the Shore Test Equi pnent Allowance Program (STEAP) Tabl e of
Al | owance for GPETE used by NAVRESFOR, NAVSURFRESFOR, and NAVAI RESFOR

activities.

d. Assists with the planning, direction, and coordination of the Force
GPETE Program

e. Conducts liaison with program sponsors, equipnent specialists, and
Navy activities to establish and nmaintain the GPETE program

f. Provides guidance for echelons 4 and 5 GPETE technical
representatives.

g. Assists with preparing of GPETE related POM issues, budget
all ocations, and resource requests.

h. Prepares GPETE related correspondence and responds to GPETE rel ated
t aski ngs.

i. Conducts GPETE inspections.
j. Performs other duties as may be assigned.

3- M ASSI STANT
N57AL1

1. Tasks
a. Receives and tracks all PM5 Feedback Reports.
h. Assists with 3-M training.

c. Drafts 3-Mrelated correspondence and responds to 3-Mrel ated
t aski ngs.

d. Mintains files of internal and external reports and correspondence
and responds to research and record requests.

e. Perforns other duties as may be assigned.
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PUBLI C AFFAI RS PROGRAMS COFFI CER
(ADDU t o COVNAVSURFRESFOR)

N58
1. Function. Provides advice, consultation, and assistance to the Commander,
staff, and units on all matters pertaining to internal/external relations and
conmand i nformation.
2. Tasks

a. National Program Manager for Naval Reserve Public Affairs Prograns.
Maintains liaison and coordinates with the Chief of Information (CH NFO),
OPNAV program sponsors, Technical Managers and gai ni ng conmands on public
affairs matters.

b. Serves as the principle advisor to the Conmander on all public affairs
matters.

¢c. Serves as a public affairs advisor for staff personnel.

d. Perfornms other duties as may be assigned.
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SECTION VI

DLRECTOR. MANAGEVENT | NFORVATI ON SYSTEMS
N6 ( NOBC 9720)

1. Function. Reports to the Chief of Staff. Serves as principal advisor in
all matters related to devel opnent, acquisition, inplenmentation, and operation
of Federal Information Processing (FIP) Systens, including mcroconputer
systens and peripherals, as they relate to the Surface Reserve Force
requirenents.

2. Tasks

a. Formulates information systens budget and nonitors the use of all
informati on systens resources. Includes: Devel opnent of clai mancy policies,
standards, and guidelines; execution of financial plans; effective usage and
distribution of resources; Life Cycle Managenent; |iaison wth external

agenci es, and |ower echelon comands.

h. Coordinates all NAVSURFRESFOR ADP issues with Director, Naval Reserve
Informati on Systems O fice concerning software and hardware acquisition,
systens devel opment, and clai mancy policies.

c. Devel ops Abbreviated Systems Devel opment Papers for NAVSURFRESFOR
headquarters FIP system requirenents.

d. Develops and maintains claimncy table of allowance for m croconputer
system resources.

e. Devel ops, inplenments, and disseninates ADP security instructions for
the claimancy. Serves as headquarters Information System Security Oficer.

f.  Troubl eshoots and coordi nates nicroconputer systemrepair efforts for
headquarters staff.

. Schedul es and coordinates conputer training for headquarters
persadnnel . Provi des direct assistance to NOO, NOOB, and NOl1 and ot her Staff
personnel as required.

h. Coordinates and processes all Secure Tel econmunications Unit (STU) 111
requests for keying material and advises echelons IV and V activities on STU
11 procedures.

i. Voice Ml Systens Admnistrator.

j. Menmber Executive Steering Conmmittee.

k. Menmber of COWAVSURFRESFOR |nspection Team

|.  Performs other duties as may be assigned.
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SECTION VI 1]

DI RE TRAI NI AND READI NESS/ E Tl TRAI NI PLANN AND P
Fl NERAL

N7 (NOBC 3215/ 9067)

1. Mssion. Manages and coordinates training and readi ness functions for the
command.

2. PBunction. Reports to the Chief of Staff. Mnitors the allocation and use
of training resources in the NAVSURFRESFOR per established polices.
Coordinates the initiation and i nplenmentation of training and readi ness
policies within the Naval Surface Reserve for optinmm nobilization readiness
within the constraints of allocated training resources. Responsible for
overal | md-range and | ong-range Force training planning to include, but not
limted to, resource requirenents, organization analysis and future program
devel opment.  Tracks and reports Force readiness posture. [ dentifies
opportunities and nmakes recommendations to inprove readiness. Manages school
quotas not otherw se managed by COWNAVRESFOR

3. Tasks

a. Tasks appropriate staff divisions and personnel, and nonitors progress
to ensure efficient acconplishnment of assigned responsibilities.

h. Mnitors, coordinates with, advises and assists echelon |V commanders
in the execution of their tasks and functions in relation to training and
readi ness policies to achieve the nost effective training and highest
readi ness of the NAVSURFRESFOR

c. Assists in conmand inspections of echelon IV commands and other NRA as
may be directed by COVNAVSURFRESFOR

d. Assists in devel oping national objectives and performnce goals as
they relate to NAVSURFRESFOR training and readi ness policies.

e. Miintains currency with budgetary planning matters as they effect
schools (ADT), surface training, and technical training equipnent.

f. Directs the preparation of periodic readiness and training reports
submtted to COWAVSURFRESFOR or higher authority as directed.

. Oversees COWNAVSURFRESFOR mid-range and | ong-range training planning
to ensure consistency, standardization and adequacy of COVNAVSURFRESFOR
training prograns.

h. Oversees the review, evaluation, and managenment of COVNAVSURFRESFOR
audi ovi sual requirements.

i. Oversees the execution of matters relating to NAVSURFRESFOR readi ness
and training.

j. Oversees readiness analysis and reporting for COVNAVSURFRESFOR

k. Serves as COWNAVSURFRESFOR poi nt of contact as training support agent
for the Naval Reserve Professional Devel opnent Center.

|.  Devel ops POMissues for COWNAVSURFRESFOR with respect to training
systenms and equi prent.
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m  Serves as COVNAVSURFRESFCR poi nt of contact for the Training Systens
School .
n. Menber Executive Steering Committee.
0. Liaises with CNET on training course devel opnent.

p. Perforns other duties as may be assigned.
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TRA| NI NG OFFI CER/ ASSI STANT DI RECTCR. TRAI NLNG

N7A (NOBC 3290)
1. Function

a. Reports to the Director, Training and Readiness. Assenbles data,
conducts studies, prepares reports, and develops criteria to provide training
analysis to the Director of Training and Readiness and COVNAVSURFRESFOR
Responsible for all matters relating to training policy. Ensures new policy
i ssues and changes to existing policy are incorporated into the Surface Master
Training Plan on a regular basis. Oversees devel opnent and revision of
Surface Naval Reserve Naval Training Plan (NTP) and provides guidance on
acquisition of equipnent and system NTPs. Researches, formul ates, drafts, and
i ssues, in coordination with program sponsors, technical nanagers, gaining
conmands, surface program managers and readi ness conmands trai ni ng
requirements for SELRES billets.

h. Researches, formulates, drafts, and issues, in coordination wth
resources sponsors, technical managers, gaining comrands, staff program
managers, REDCOMs, Reserve centers and Reserve units, nobilization training
requirenents for each SELRES billet. Supervises the integration/inplenen-
tation/evaluation of Billet Training Profiles (BTP) in respective NIPs into
appropriate RBTRs resident in the RSTARS Headquarters System  Provides
guidance in the enploynent of RSTARS Training Mmnagenment (TM nodul e.

2. Tasks

a. Liaises with program managers to validate programrequirements and
correct systemc problens negatively inpacting training.

h. Recommends infornmation system software changes to support training
prograns.

¢c. Provides input for COWNAVRESFOR training instructions and notices.

d. Obtains input from program nmanagers, staff, and field activities for
AT budget .

e. Prepares, submts for approval, and manages training budget.

f. Maintains records of funding requests and conptroller docunents
related to expenditure of training funds.

g. Prepares mdyear review input of training budget.

h. Processes requests frominternal codes and field activities to
determne status of funding expenditures.

i Liaises with internal codes and field activities to deternine status
of funding expenditures.

. Prepares surveys of field activities for training fund expenditures.
Col l ects survey results, prepares reports of results and recommends action
based on survey results.

k. Provides reports and data on training budget expenditures to internal
codes. Miintains training budget and expenditure records for 3 years.

|. Directs the collection and structuring of change inputs for the
Surface Master Training Plan and drafts change transmittals, as required.
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m Coordinates life cycle process of NIP devel opnment and revision.

n. Maintains cognizance over the NTP contracting process through
contracting agents and contractors.

0. Attends NTP conferences, tracks NTP conference action itens listed in
NTP conference mnutes and ensures appropriate responses for COVNAVSURFRESFCR
action itens.

~ Reviews equi pment and system NTPs for applicability to the Surface
Reserve Force. Advises appropriate staff codes of applicability of these
NTPs.

g. Miintains research, development, and approval status of NTPs through
liaison with CNO program sponsors, technical nanagers, gaining conmands, and
COWNAVSURFRESFOR program managers.

r. Miintains liaison with gaining commands, technical nanagers, and
Program Sponsors to ensure existing and proposed Reserve Billet Training
Requirenents (RBTRs) are satisfactory and are entered into the RSTARS(TM
Headquarters System

s. Supervises support staff in research and naintenance of RBTR database.

t. Ensures new RBTRs are properly entered into the RSTARS(TM Head-
quarters System and downl oaded monthly to NAVRESREDCOMs and Reserve centers.

u. Receives, tracks and answers Training Resource Requests (TRR) from
field regarding RBTR issues.

v. Provides technical guidance to the field concerning operations and
enmpl oyment of RSTARS(TM).

w. Mintains the COWAVSURFRESFOR RSTARS RBTP(SS) Headquarters System
X. Ensures NTPs are correctly reflected in respective RBTRs.

y. Provides input regarding technical enhancenments to RSTARS(TM and
Command Training Mdule (CTM to COWAVRESFOR

z. Drafts correspondence pertaining to RBTRs and general training issues.

aa. Perforns other duties as may be assigned.
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TAFFE DI NE: NERAL/ ASS| STANT DI RE!
N7B (NOBC 9067)
1. Functions

a. Reports to the Director, Training and Readiness. Assenbles data,
conducts studies, prepares reports, and develops criteria to provide training
analysis to the Director of Training and Readiness and COVNAVSURFRESFOR.
Responsible for all matters relating to training policy. Ensures new policy
i ssues and changes to existing policy are incorporated into the Surface Master
Training Plan on a regular basis. Researches, formulates, drafts, and issues,
in coordination with program sponsors, technical nanagers, gaining conmands,
surface program managers, and readiness commands, training requirenents for
SELRES billets. Manages the training budget.

h. Researches, fornulates, drafts, and issues, in coordination wth
resource sponsors, technical managers, gaining comrands, staff program
managers, REDCOVs, Reserve centers and units, mobilization training requi-
rements for each SELRES billet. Provides guidance in the enploynment of RSTARS
Trai ning Managerment (TM Mbdul e.

¢c. Researches, formulates, analyzes, and drafts the nonthly Readi ness
brief for the Commander.

2.  Tasks

a. Liaises with program managers to validate programrequirenents and
correct systemc problems negatively inpacting training.

b. Recommends information system software changes to support training
progranms.

¢c. Provides input for COWNAVRESFOR training instructions and notices.

d. Obtains inputs from program managers, staff, and field activities for
AT budget .

e. Prepares, submits for approval, and nmanages training budget.

f. Maintains records of funding requests and conptroller docunents
related to expenditure of training funds.

g. Prepares midyear review input of training budget.

h. Processes requests frominternal codes and field activities for
training funds expenditures.

i Liaises with internal codes and field activities to deternine status
of funding expenditures.

j. Provides reports and data on training budget expenditures to internal
codes. Maintains training budget and expenditure records for 3 years.

k. Directs the collection and structuring of change inputs for the
Surface Master Training Plan and drafts change transmttals, as required.

. Supervises support staff in research and nmaintenance of RBTR database.

m  Ensures new RBTRs are properly entered into the RSTARS Headquarters
System and distributed pronptly to REDCOVS and Reserve centers.
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n. Provides technical guidance to the field concerning operations and
enmpl oyment of RSTARS (TM).

0. Mintains the COWAVSURFRESFOR RSTARS Headquarters System

p. Provides input regarding technical enhancenents to RSTARS(TM and
Command Training Mdule (CTM to COVNAVRESFOR

g. Drafts correspondence on issues pertaining to RBTRs.
r.  Researches, fornulates and drafts the nonthly Readiness brief.

s. Perforns other duties as may be assigned.
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RESERVE BI LLET COORDI NATOR
N71A/ N71A1 (Training Requirements Supervisor)

1. Eunction. Reports to the RSTARS Oficer. Responsible for all matters
related to the creation and inplenentation of RBTRs. Ensures the

i mpl enentation of revisions to Reserve Program NTPs. Coordinates with
resource sponsors, technical nanagers, gaining commands, surface program
managers, REDCOMS, Reserve centers and Reserve units, specific descriptions of
nmobi l'i zation duties, responsibilities and training requirenments for each
SELRES billet. Supervises the integration/inplementation/valuation of Billet
Training Profile (BTP) in applicable program NTPs into appropriate RBTRs
resident in the RSTARS(TM Headquarters System

2. Tasks

~a.  Supervises the creation, maintenance, and inplenmentation of Reserve
Training Plans for Surface Reserve prograns.

h. Liaises with the resource sponsors and technical nanagers to validate
program training requirenents.

c. Liaises with staff program managers to ensure existing and proposed
RBTRs are executabl e.

d. Ensures the entry of new RBTRs into the RSTARS(TM Headquarters System
and distributes new RBTRs to field activities in a tinely manner to ensure
continuity of training.

e. Receives and processes TRR from the field and takes action as
appropri ate.

f. Provides technical guidance to the field concerning operations and
empl oyment of RSTARS(TM .

g. Coordinates nonthly RSTARS updates to the field.

h. Perfornms other duties as may be assigned.

RTARS BILLET TRAI NI NG | NSTRUCTI ON

N71A2/ 3/ 4 (Construction and Repair Training Ashore Logistics Training and
Conbat Support Trai ning)

1. Eunction. Reports to the Training Requirements Supervisor. Responsible
for all matters related to the creation and inplementation of Reserve training
pl ans. I npl ements revisions of Surface Naval Reserve Program NTP.

Coordi nates with gaining conmands, staff program managers, REDCOMS, RESCENs
and Reserve units, specific descriptions of nobilization duties, and
responsibilities and training requirements for each SELRES billet. (O ganizes
the integration/inplenentation/evaluation of BTP in applicable program NTPs
into appropriate RBTRs resident in the RSTARS(TM Headquarters System

2. Tasks

a. Creates, nmaintains, and inplenments Reserve Training Plans for Surface
Reserve prograns.

h. Liaises with staff program managers to ensure existing and proposed
RBTR s are executabl e.
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c. Enters new RBTRs into the RSTARS(TM Headquarters System and
distributes new RBTRs to field activities in a tinmely manner to ensure
continuity in training.

d. Receives, researches, and prepares answers for TRR regarding RBTRs.

e. Provides technical guidance to the field concerning operations and
enmpl oyment of RSTARS(TM .

f.  Maintains the COWAVSURFRESFOR RSTARS(TM Headquarters System
g. Prepares nmonthly RSTARS updates to the field.
h. Mintains correspondence files for surface prograns.

i. Perforns other duties as may be assigned.
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EDUCATI ONAL SPECI ALI ST/ CURRI CULUM AND | NSTRUCTI ONAL STANDARDS
N72A Training Support
1. Function. Reports to the Director, Training and Readiness. Supervises
and coordinates the Curriculumand Instructional Standards O fice, Replication
and Distribution Center and Technical Library. Ensures standardization of

instructional techniques, curricula, and distribution of training material
t hr oughout NAVSURFRESFOR.

2. Tasks

a. Mintains quality assurance of training for the NAVSURFRESFOR within
prescribed standards.

h. Acts as educational advisor to the Director of Training and Readi ness.
¢c. Prepares reports on curriculum standardization.

d. Provides guidance and assistance to Curricula Devel opnment on
adm ni stering and revising curricula and training aids.

e. Mintains liaison with CNET and other training activities regarding
curricul um standards.

f. Serves as Chairman of the Master Training Specialist Board.

g. Manages COWNAVSURFRESFOR Givilian Training Inventory and Gvilian
Augrment ed Training prograns.

h. Acts as principal representative for COWAVSURFRESFOR at curricul a
standards conferences and planning neetings.

i. Manages the Replication and Distribution Shop, and Technical and
Prof essional Library.

. Ensures the proper administration and maintenance of the Technical
Li brary.

k. Ensures the effective/efficient operation of the Replication and
Distribution Center.

1. Monitors new technol ogi es which have application to curricul um
devel opnent, instructional strategies and eval uation procedures, and makes
recomrendations to COWNAVSURFRESFOR for inplenentation.
m  Ensures that safety is included as an integral part of all curricula.
n. Reviews and eval uates curricul um products.

0. Monitors pilots of Surface Training Series (STS) courses by attending
pre-pilot and post-pilot meetings to ensure adequate validation of curriculum

. Ensures the annual review of all assigned curricula to ensure adequate
qual ity and coverage, pronote standardization and ensure the needs of the
Surface Reserve Force are net.

~ Responsible for replication and distribution of training and other
printed materials.

r. Supervises replication and distribution personnel.

s. Performs other duties as nmy be assigned.
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N72A1
1. FEunction. Responsible for the adm nistration/mintenance of the technical
l'ibrary, and devel opi ng/inpl ementing appropriate admnistrative policies/
procedures for the Defense Manpower Data Center (DVDC) search program
O ders, receives and maintains classified and unclassified technical,
training, audiovisual, and reference materials.
2. Tasks

a. Qperates and maintains the Technical Library.

b. Recei ves, reviews, and catal ogs classified and unclassified technical
and training nmaterials. Briefs personnel who require access to classified
mat eri al .

¢c. Assigns STS nunbers to COWAVSURFRESFOR training publications.

d. Prepares and maintains automated inventory and status control of
technical and training materials.

e. Lends and maintains library materials per COVNAVSURFRESFCR Library
Standard Operating Procedures.

f. Conducts DAVIS searches.

g. Prepares printing requests for training and other materials.

h.  Proofs material received from printing for accuracy.

i. Researches price estimates and processes request for replication.

j. Mintains requisition logs and forns.

k. Performs other duties as nmy be assigned.
MATERI AL _HANDL ER
N72A2
1. Eunction. Responsi ble for the conplete warehousing operation. Operates
gasoline and electric forklift/pallet jacks to |oad, unload, stack and nove
materials. Processes incomng and outgoing nail. Receives, packages, ships,

and stores material.

2.  Tasks

a. Operates forklifts and pallet jacks in warehouses, wal kways, and other
spaces.

b. Receives, packages, ships, and stores printed nmaterial.

c. Prepares outgoing correspondence and material for mailing.
d Distributes conpleted naterial.

e. Submits monthly reports of ME

f.  Prepares and packages printed materials for distribution.

h. Performs other duties as nmay be assigned.
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PERVI | NSTRUCTI YSTE!
N73A (Curricul um Devel oprent)

1. FEunction. Reports to the Director, Training and Readiness. Manages
resources used for curriculum devel opment within the NAVSURFRESFOR  Assists
and advises the Director in all matters pertaining to curriculumand training
device devel opnent. Monitors the performance of civilian contractors in the
devel opment of training curricula. Directly nonitors curricula devel oped by
DON personnel .

2. Tasks

~a. Acts as principal advisor to the Director for curricula and training
devi ces.

b. Reviews statements of work and planning docunents for instructional
packages, Audiovisual programs and training equipnent, systems, and devices.

c. Coordinates with contracting agencies in the devel opnent of specific
contract bid packages to ensure conplete understanding of and conpliance with
COVNAVSURFRESFOR requirenents attendant to devel opi ng conprehensive
instructional systens and equipnent.

d. Supervises the devel opment and review of instructional materials, to
i ncl ude paper-based products that have both instructor, as well as, student
gui des; conputer-based training in either diskette or CO-ROMformats; and
training delivered via the worldw de web or other distance-learning nethods
devel oped in-house by contractor personnel or by other DON activities.

e. Prepares annual and mdyear review curriculum devel opment budget,
Provides input into the POM

f. Coordinates curricula and training systems funding requests.

. Develops and maintains, with other staff codes, COVNAVSURFRESFOR
instructions, and notices relating to curricula and training systens
devel oprent .

h. Miintains liaison with CNO (N7), CNET, Naval Education and Training
Program Management Support Activity, Navy Training Systens Center, Naval
Personnel Research and Devel opnent Center, Naval Surface Warfare Center, and
other Navy training activities concerning training curricula and equi pment
i Ssues.

i. Reviews contract files, ensuring that pertinent technical corres-
pondence, trip reports, invoices and other contract perfornmance docunents are
preserved.

. Reviews quality, inspects, and accepts services and deliverabl es as
the governnent representative, providing notice of any discrepancies to the
contracting officer. Reports possible contract deviations and di screpancies
to the contracting officer.

k. Evaluates Defense Instructional Technol ogy Information System DAVIS
reports for applicability of DoD courses to COVWAVSURFRESFOR training needs.

|, Serves as principal liaison and coordinator for Naval Surface Reserve
unique curricula devel opment projects.

m  Miintains a master record to track the status of curricula devel opnent
proj ects.
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n. Assists in the oversight of devel oping and revising Surface Reserve
specific NITP.

0. Performs other duties as may be assigned.
| NSTRUCT] | SYSTE| PECI ALI ST
N73A1

1. Function. Reports to Instructional Systenms Supervisor. NMbnitors,
coordinates, reviews and revises the design, devel opnent, production,

di stribution and eval uation of instructional training systens, and

met hodol ogi es for NAVSURFRESFOR  Produces, directs and edits videotape
training and internal information programs for the NAVSURFRESFOR.  Serves as
staff representative at contracted video shoots. Provides technical

assi stance to FTS personnel in the use of the hardware and software for
interactive and nultinedia training courses. Reviews draft and final training
materials prepared by contractor or DON personnel to ensure conpliance with
curriculum devel opnent guideli nes.

2. Tasks

a. Monitors, coordinates, reviews and revises instructional design, and
devel opment of training materials and their supporting audiovisual prograns.

b. Edits and reviews contract specifications and statenents of work.

¢c. Reviews and edits contractor DON generated deliverables for quality
assurance and ensures witten conments follow the contract specifications or
t he applicable M.

d.  Drafts rebuttals to contractor out-of-scope issues to prevent payment
of unjustified cost overruns.

e. Mintains liaison with contractor officer representatives, subject
matter experts, and various education representatives within DON, DoD, and the
private sector to ensure training materials nmeet the needs of the
NAVSURFRESFOR.

f. Reviews scripts, edits videotapes to combine visual and audio
elenents, corrects voice and sound levels, and deletes portions to neet
required lengths. Incorporates special effects into video productions.

. Acts as Surface Reserve representative at photographic and vi deot ape
| ocafi on shoots.

h. Provides training and technical assistance to active duty support
personnel in the use of interactive courseware, videotape, and conputer-based
training progranms and systemns.

i. Assesses the training inpact and effectiveness of audiovisual training
materi al s.

. Performs quality assurance reviews of draft and final training
materials produced by civilian contractors or DON organizations.

k. Ensures that audiovisual materials follow the contract specifications
or applicable MOU.

. Ensures that audiovisual materials follow the Instructional Systens
Design regulations, to include DoD HANDBOOK 292 and ML STD 1379D.

m Perfornms other duties as may be assigned.
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N74B

1. Eunction. Reports to the Assistant Director, Readiness (N7B). Assenbles
data, conducts studies, prepares reports, and develops criteria to provide
readi ness/training analysis, schools usage, and schools ADT fundi ng execution
reports to COVNAVSURFRESFOR.
2. Tasks

a. Collects and prepares readiness data for statistical analysis.

h. Analyzes statistical data to determine the actual or probable systemc
causes of readi ness changes.

¢c. Records and retains historical readiness statistics and reports.

d. Prepares readiness data for presentation in graph formto
COMNAVSURFRESFOR.

e. Liaises with staff program managers and echelon |V readi ness officers
to identify systenic readiness problens.

f.  Recommends information system software changes to support readiness
anal ysi s.

g. Provides input to COVNAVSURFRESFCR for readiness issues.
h. Analyzes and reports comm ssioned unit readiness.

i. Prepares and conducts assigned staff readiness studies/briefings and
assists in research for various readiness projects and reports.

j. Performs other duties as may be assigned.

SELRES READI NESS/ NCEA NMANAGER

N74B1

1. Eunction. Reports to the Assistant Director, Readiness (N7B). Mintains
Non- Combat Expenditure Allocation for munitions for REDCOVS. Prepares Non-
Combat Expenditure Allocation (NCEA) quarterly reports.

2. Tasks

a. Miintains liaison with COWNAVRESFOR Wapons O ficer for NCEA
muni tions.

b. Prepares draft correspondence for anmunition/weapons.
¢. Recommends allocations of NCEA munitions to subordinate commands.

d.  Collects and consolidates quarterly NCEA reports from subordinate
conmmands.

e. Perforns other duties as may be assigned.
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EDUCATI ON TRAI NI NG PL ANNI NG GENERAL

N75B (Medical Training-Pl ans and Prograns)

1. Eunction. Reports to the Assistant Director, Readiness (N/B). Assenbles
data, conducts studies, prepares reports and develops criteria to provide
readiness/training analysis for nedical training. Responsible for all matters
relating to NAVSURFRESFOR nmnedical training execution and planning. Provides

i nput on new nedical policy issues and changes to existing policy for
incorporation into the Surface Master Training Plan. Provides input on the
devel opment and revision of Surface Naval Reserve Program NTPs for medical
training.

2. Tasks

a. Analyzes data to determne actual or probable causes of Naval Surface
Reserve medical program problens and deficiencies.

h. Liaises with REDCOM nedi cal training officers to evaluate and nonitor
progress of training initiatives.

c. Liaisons and coordinates nmedical training initiatives with CNO program
sponsors, technical managers, gaining conmands, and REDCOMs.

d. Prepares and conducts assigned staff studies/briefings and assists in
the research for various projects and reports relating to nedical training.

e. Assists in the life cycle process of nedical program NTP devel opnent
and revisions.

f. Attends NTP conferences, tracks NIP conference nedical action itens.
Provi des responses and staff coordination.

. Reviews nedi cal equi pment and systens NTPs for applicability to
(I]\/Ng\VSURFRESF(R and advises as appropriate on nedical issues.

h. Develops a planning process for orderly revision of medical RBTRs per
training priorities set by gaining commands. Assists with devel opnent of new
RBTRs for programs 7, 9, 32, and 46.

i. Maintains liaison with COMWAVSURFRESFOR program managers to ensure
exi sting and proposed RBTRs are executable.

. Drafts initial correspondence on issues pertaining to medical
training.

k.  Provides COWAVSURFRESFCR representation and input on nedical training
at program related semnars, conferences, and briefings.

|.  Coordinates with Field Medical Service Schools Canp Pendl et on/ Canp
LeJeune and REDCOMs in the planning, execution, and evaluation of the Navy
Enlisted Cassification Attainment Program (NECAP).

m  Evaluates training prograns for Reserve nedical/dental personnel wth
attention to nobilization readiness requirenents of program sponsors.

n. Attends NECAP IDIT's to ensure field support.

0. Coordinates with Fleet Hospital Operations Training Command Canp
Pendl eton and the REDCOMs in the planning, execution, and eval uation of the
Fl eet Hospital Qperations Training Course.
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. Coordinates with Bureau of Navy Medicine, Naval School of Health
Sciences (NSHS), COWNAVRESFOR, and REDCOM s in the planning, execution, and
eval uation of Navy sponsored medical courses.

. Miintains close liaison with REDCOM s and NSHS in the devel opment,
execution, and evaluation of HM DT Proficiency Training.

r. Perfornms an annual review of the COVWNAVSURFRESFOR NECAP i nstruction
and gui dance.

s. Tracks NECAP quota control, performs IDTT site visits, tracks after
action reports, and prepares briefs for COWAVSURFRESFOR

t. Oversees COWNAVSURFRESFOR AT/ ADT databases to track/process AT/ ADT,
CME, Special QOperational Forces (SOF) schools budget, planning, and execution.

u.  Supervises assigned civilian/mlitary personnel.

v. Performs other duties as may be assigned.
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ADT/ AT TRACKI NG COORDI NATOR AND PROGRAM MANAGER FOR SCHOQLS

N75B1

1. Eunction, Reports to the Assistant Director, Readiness (N/B). Maintains

and monitors COVNAVSURFRESFORs AT/ ADT dat abases which are used to track AT/ ADT
pl anning and execution for SELRES to attend schools. Monitors school request

to ensure that the school is on the ITP of the requester. Manages SELRES ADT
(school s) budget.

2. Tasks

a. Mintains the AT/ ADT tracking databases for all schools attended on
AT/ ADT orders.

bh. Provides accounting data to CINCs who have been subal | ocated ADT
mandays (school s).

¢c. Serves as the point of contact to ClINCs who have been subal |l ocated ADT
mandays (schools) on all matters relating to AD ADT (school s) manday
execution, accounting, and reporting.

d.  Process/inputs AT/ ADT applications for schools in the Reserve
Fi nancial Managenent System

e. Tracks and namintains ADT (schools) budgets for surface prograns.

f. Liaisons with Naval Diving and Sal vage Training Center, Expeditionary
Varfare Training Goup Pacific, COVWNAVRESFOR, and CNET for execution of school
quotas and ADT (schools) budget.

~ Drafts correspondence/ nessages on issues pertaining to Reserve
schodl s.

h. Perforns other duties as may be assigned.
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Dl RE HEALTH SERVI MEDI CAL P
N9 (NOBC 0800/ 0031)

SECTION X

1. Mssion. The Health Services Directorate directs and reconmends the
fornul ation of goals, objectives, and policy relating to all nedical/dental
i ssues for the NAVSURFRESFOR ~ Serves as the professional and technical
advi sor to COVNAVSURFRESFOR on nedi cal /dental issues, health of the force
i ssues, medical/dental readiness, and inplementation of nedical/dental
policies throughout the NAVSURFRESFOR

2. Function. Reports to the Chief of Staff. Advises, assists, nanages, and
coordinates health of the force issues and mnedical/dental readiness issues.
Advises and assists the Director, Prograns, Plans, & Requirenents in the
research and devel opment of command policy related issues. Responsible for
all aspects of program managenent for programs 9, 32, and 46.

3. Tasks

a. Mintains liaison with the BUMED, technical and specialty advisors,
COWNAVRESFOR Force Medical O ficer, COWAVAI RESFOR Force Medical O ficer,
Marine Force Reserve Health Services, and other DoD and Navy activities to
establish requirenents and plans to acconplish mssion objectives. Miintains
liaison with civilian nedical agencies and the nedical agencies of the other
services as appropriate.

h. Provides all program manager functions and support for NASURFRESFOR
programs 9, 32, and 46. National Program Manager for Naval Reserve Fl eet
Hosptials. Maintains liaison with Resources Sponsors, CINCs, TYCOMs, Bureau
of Medicine and Surgery, Marine Force Reserve, technical and specialty
advi sors, COWNAVRESFOR Force Medical Oficer, REDCOVs, and other R-COGs as
appropri ate.

c. Liaises with the COMWNAVRESFOR Force Medical Oficer and echelon 1V
conmands regardi ng managenent of health issues for all SELRES within
NAVSURFRESFOR.

d. Advises and coordinates carrying out the policies and programs for
i nproved recruiting and retention of nedical personnel to achieve and maintain
required nedical/dental manpower |evels.

e. Advises COMNAVSURFRESFOR on official directives and other _
communi cations appropriate to matters pertaining to medical/dental readiness.

f. Designates representatives to serve as nenbers of COWAVSURFRESFOR
i nspection teans.

. Devel ops conmand presentations and provides input for staff
conférences and briefings on all matters relating to Reserve medical help.

h. Advises on the credentialing process involving Naval Reserve
Medi cal / Dental providers.

i. Develops and coordi nates POM and budget requirements to ensure
i npl enentation and conpliance with nedical and dental readiness issues.
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j. Attends conferences and semnars as COWNAVSURFRESFOR representative.

k. Prepares the annual program gui dance nessage to assigned field
activities.

. Mnitors readiness of assigned units and takes action to address
training and personnel deficiencies.

m Participates in Navy Training Plan conferences as required,

n. Coordinates establishment and placement of units for prograns
assi gned.

0. Coordinates distribution of additional drill periods for assigned
units.

p. Represents COWNAVSURFRESFOR at programrel ated conference and seninars

q. Menber Executive Steering Committee.

r.  Represents the Commander at area Health Care Consumer Counci l
meet i ngs.

s. Performs other duties as may be appropriate.
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FI ELD SUPPORT SUPERVI SOR
(Health Services Support/Health Care Operations)
N91

1. Function. Reports to the Director, Health Services. Manages,

adm ni sters, and advises on the Health Services Programfor the Surface
Reserve Force. Responsible for coordination and oversight of the health
services prograns of credentialing of providers, human | mrunodeficiency virus
testing, physical exam nation requirenents, biohazardous waste training and
di sposal , i mmuni zations, Tuberculosis (TB) control program and nedi cal

readi ness reporting.

2. Tasks

a. In conjunction with REDCOVMs and the Centralized Credentialing and
Privileging Authority nmonitors the credentialing of all health care providers.

bh. Attends REDCOM Medical Departnment Representative conferences.

c. Attends Fleet Marine Force (program 9) Inspector/lInstructor enrichment
prograns.

d. Miintains liaison with COMWNAVRESFOR Force Medical O fice and BUVED
regarding physical exam nation and inmmunization requirenents as they apply to
NAVSURFRESFOR.

e. Serves on comrand inspection teans for Surface Reserve Force
activities including Fleet Hospitals.

f. Serves as echelon IV point of contact for issues dealing with the
heal th services program

. Assists in formulating managenent objectives and goals for Surface
Resefve Force Health Services Program

h. Point of contact for issues dealing with “wellness progrant
establishment and performance within the Surface Reserve Force.

i. Assists in developnment of all elements of the |ong-range plan for
heal th servi ces.

. Coordinates with BUVED and COVNAVRESFCR Force Medical Ofice regarding
quality assurance/quality initiatives related to the Surface Reserve Force.

k. Advises on the acquisition of nedical equiprment for echelons IV and V
activities.

|, Coordinates with COWAVRESFOR Force Medical Office on the
authorization to conduct “hands on” nedical activities in relation to
providing health care for the NAVSURFRESFOR

m Serves as the staff TRICARE representative.

n. Drafts correspondence as appropriate and necessary.

0. Provides recommendation pertaining to enlisted award recomendati ons
fromfield activities.
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. Advises on instructions, notices, and other communications appropriate
to matters relating to health care and health care operations.

g. Coordinates medical/dental readiness adninistration and field support.
Provides guidance to the Surface Reserve Force on health services, policies,
prograns, directives, and fiscal requirements.

r. Serves as a board menber, as appropriate, for the selection of
qualified applicants for formal medical courses.

s. Performs other duties as nmay be assigned.
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ADSW. .
ADT .
ATP. .
BRAC .
BTP. .
BUVED. .
BUPERS.
cAsl .

CAT- H.

NAS. . . . . .
NAVRESPERCEN.
NAVRESCEN .

NAVRESREDCOM

NAVSURFRESFCR.
NAVSUPPACT .
NAVI UWGRU .
NEC. .

NGERE.

" Conti nui ng Medi cal

.' . Future Year
. GCener al
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APPENDI X A

ACRONYMS AND ABBREVI ATl ONS

. Advanced Base Functional Conponent
. Aut omat ed Data Processing
.Active Duty for Special Wrk
.Active Duty for Training

" Annual Traini ng

.Addi tional Training Period

.Base Real ignment and C osure
. Billet Training Profiles

. Bureau of Medicine and Surgery
. Bureau of Naval Personnel

. Conmand Control Conmmunication Conmputers Intelligence
Survei |l | ance Recogni zance

.Category “Hotel”

_Givilian Engi neering End Itemns

.Civilian Engi neering Support Equi pnent
. Commander in Chief

Educati on
Operations

Education and Trai ni ng

. Command Trai ni ng Mdul e

. Chi ef of Naval
. Chi ef of Naval

" Defense Finance Account i ng Service

.Director of Facilities

. Def ense Manpower Data Center

.Departnent of Defense

.Departnent of the Navy

.Efficiency Review

.Ful'l Tine Support

Def ense Pl an

Pur pose El ectronic Test Equi pnent
.Individual Duty Training Travel
.Inactive Manpower and Personnel
.In-Service Engineering Agent

. Law Enforcenment Qperations
.Material Handling Equi prent

I nformation System

.Mlitary Handbook

.Mlitary Standard
. Merchant Marine Reserve
. Merchant Marine |ndividual

Ready Reserve Group
. Menorandum of Under st andi ng

.' .Naval Air Traffic Control, Air Navigation A ds and
Landi ng Systens

. .Naval Air Station
. Naval Reserve Personnel Center
. Naval Reserve Center
. Naval Reserve Readi ness Conmand
.Naval Surface Reserve Force
. . Naval Support Activity
. Naval |nshore Undersea Warfare G oup

. Non- Conbat Expenditure Allocation

.Naval Enlisted Cassification
.National Quard & Reserve Equi pment
.. Non-Judici al Puni shnment
. .Naval O ficer Billet dassification
.Naval Reserve Activities
.Naval Reserve Force

.Navy Training Plan

. Qperations and Mai ntenance, Navy
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C&MNR . . . . . . .Qperations and Mintenance, Naval Reserve

OPN. . . . . . . .Oher Procurement, Navy

OAR. . . ... .. One- Year Recall

PME. . o oL Pl anned Mai ntenance System

POM. . . . . . . .Program Qbjective Menoranda

PERSUPPDET . . . .Personnel Support Detachnents

RBTR . . . . .. . .Reserve Billet Training Requirenment

REDCOM . . . .. .Naval Reserve Readi ness Command

RESCEN . . . . . .Naval Reserve Center

RFAS. . . . . . . .Reserve Functional Area and Sex Code

RHS. . . . . . . .Reserve Headquarters Support

RIMS-OM. . . .. .Reserve Integrated Management System (Orderwiting
Modul e)

RLO. . . . . . .Reserve Liaision Oficer

RPN . . . . . . .Reserve Personnel, Navy

RSTARS(MP) . . .Reserve Standard Training Admnistration and

Readi ness Support (Manpower Modul e)

RSTARS(TM) . . . .Reserve Standard Training Admnistration and

Readi ness Support (Training Mdule)

RTSS. . . . . . . .Reserve Training Support System

RTSS(TE) . . . . .Reserve Training Support System (Training
Enhancenent)

RUAD. . . . . . .Reserve Unit Assignnent Document

SELRES. . . . .Selected Reserve

STEAP. . . . . . .Shore Test Equipnment Allowance Program

STEPS. . . . . . .Standard Training Events Planning and Schedul i ng

STS. . . . . . . .Surface Training Series

TAD. . . . . . . .Tenporary Additional Duty

TAR. . . .. .. .Training and Admnistration of the Naval Reserve

TASWT. . . . . .Tactical Advanced Simulated VWarfare Integrated
Tr ai ner

TAD. . . . .. .Training Device

TE . . . . . . . Training Equipnent

TOA. . . . . . . .Table of Alowance

TPFFD. . . . . . .Tinme-Phased Force Depl oynent Data

TRR. . . . . . . .Training Resource Request

TSS. . . . . . . .Training Systems School

TYCOM . . . . . .Type Conmander

USNR. . . . .. . .United States Naval Reserve
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